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Never before such Golden Ease... 


even the underscore is automatic! 





Only The Underwood Golden-Touch Electric gives Golden-Touch Keys: Finger-tip shaped for smoothest 
your hands such skill, such effortless speed, automatic typing. 
such print-perfect results, with every letter, Golden -Touch Carriage Return: Tops in automatic effi- 
every carbon up to 20. It’s as though you’d Samay te snse pour eee. 
suddenly put on ‘“‘Magic Gloves”. That’s Golden-Touch Margin-Setting: Automatic action from 
- . s keyboard. Ends wasteful hand-travel. 
Golden-Touch ... and no other kind of typing , . : , 
io tle cel ‘at Golden-Touch Ribbon-Rewind: It’s automatic; ends 
in this world comes even close to it! The messy ribbon-changing. 
Golden-Touch Electric does more work for Golden-Touch Copy-Dial: Set it for as many as 20 printe 
you — even the underscore is automatic! perfect carbons. 
Golden-Touch Electrics come in 5 office-scheme | underwood || Call your Underwood Showroom to- 





colors—with your choice of personalized type styles. day! It’s listed in The Yellow Pages. 


UNG erwOOG...the aly eae tout with: Gold Toul, 








“| BOOSTED MY SHORTHAND 
SPEED TO 120 WORDS A MINUTE 


Look What These Experts 
Say About This 
Wonderful New System! 


The key to shorthand speed is recular dictation prac- 

tice, and your records provide the student secretary 

with a rich supplement to such a program. The very 

precise and clear manner in which they are dictated 
makes easier the climb to greater shorthand speed. 

William Cohen, World's Shorthand Champion 

(280 wpm for 5 minutes) 


In my estimation the dictation disc system of develop- 
ing speed is the best I have ever seen. 

Thomas Cole, Chairman, Committee on Professional Education 

N. Y. State Shorthand Reporters 


Your dictation records 
teaching profession 


are made to order for the 
They ease my chores and make the 
students’ work more enjoyable. By providing graded 
dictation in l-minute spurts, the results have been 
phenomena!! Pau! Simone, Author of ‘‘A Stroke in Time" 
Instructor, Columbia University 


We are using your records and find them invaluable in 
teaching shorthand. The records are clear and distinct 
and the students love to take dictation from them. It 
is a pleasure to recommend your records to any school 
teaching business subjects. They will greatly increase 
the efficiency of the department. E. 0. Fenton, President 

American Institute of Business, Des Moines, lowa 





DICTATION DISC COMPANY 


Pa 170 Broadway, New York 38, N. Y. Dept. TS-4 i 
—) 45 rpm — Extended Play Brief Forms & Phrases 33-1/3 rpm — Long Play Court Reporter Dictation [) ®. C. A. Victor i 
15 minutes dictation on 45 rpm — 15 minutes 45 minutes dictation on Long Play — 45 minutes 3-speed phonograph j 
4 $1.75 each $1.75 each $5.00 each $5.00 each _ $29.95 \ 
0) No. 1 60 & 70 wpm O No. 1 40 & 60 wpm 0) No. 1 60 to 90 wpm O No.1 140 to 170 wpm 
4 O No.2 70& 80 wpm O) No. 2 70 & 90 wpm [ No.2 70to 100 wpm O No. 2 180 to 200 wpm ’ 
[  } O No.3 80& 90 wpm f No 90 to 120 wpm Complete Set — $8.75 
a. O No. 4 90 & 100 wpm Elementary Dictation [) No. 4 100 to 130 wpm | 
O No.5 100 & 110 wpm on 45 rpm — 15 minutes C) Complete Set — $18.00 
—) O No. 6 100 & 110 wpm $1.75 each Please send me the records indicated. On arrival I will i 
{  } O No.7 110 & 120 wpm pay price indicated plus COD and handling charges i 
O) No. 8 120 & 130 wpm O No. 3 40 & 50 wpm I must be delighted or may return record(s) in 10 
a C) Complete Set — $12.50 1) No. 4 50 & 60 wpm 78 rpm — Standard lays for full refund 
— . 10 minutes dictation 
. . » {j Complete Set — $5.75 — iclose ful mayment now ylease ship records 
aA (45 rpm continued) (4 vecende) $2 50 each {1 enciose full } nent n I iy 
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fo. 10 70& § : ; 0 No 0 & 70 wp 
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} Ne «& ’ : o. 2 | q ym 
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— by listening to records!” 


Amazing New 
Method Guarantees 
To Increase Your 
Shorthand Speed 
—Boost Your Salary 
$10 to $20 Per Week! 
Now Being Used 
and Recommended 
by 468 Leading 
Schools! 





1S Minutes Dictation Disc 
Dictation On Each Records Available 
45 RPM Record In All Speeds! 


Here’s the quick, easy, modern way to develop shorthand speed and 
accuracy! You practice at home, in spare time by listening to amazing 
new Dictation Disc Records — available in all speeds. 


More Shorthand Speed Means More Money For You! 

Thousands have used this effective method and increased their writing 
efficiency, poise and confidence as much as 50%! Big pay raises come auto- 
matically with higher shorthand speeds. Read what the experts say about 
this practical, inexpensive way to improve your skill. Start right now to 
boost your earnings as you build your shorthand speed by putting this 
remarkable system to work for you. 


Send No Money! Mail The Coupon Now! 

Regardless of how fast (or slow) you now write shorthand there’s a 
Dictation Disc just for you. Check below the ones you want. Send no 
money — just the coupon. On arrival pay price indicated plus COD and 
handling charges. Or, enclose cash, check or money order now and we will 
ship your records postpaid. Either way this method MUST do every- 
thing we say it will or you may return records in 10 days for full refund. 
Mail the coupon now! 


DICTATION DISC CO. 


Al is¢ / Dept. TS-4 170 Broadway, New York 38, N. Y. 
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N OUR COVER-—Barbara Bobbitt, 

subject of this month’s “Appoint- 
ment with Today’s Secretary” feature, 
models a pussy-willow gray slim coat. By 
Adolphe Zelinka. Sizes 7-13, $59.98. Orig- 
inally from Bedford, Indiana, Barbara now 
attends the Indiana Business College in 
Indianapolis. Like most career-minded 
secretarial students, she is a clothes-con- 
scious young woman who looks forward to 
the day when she will have a weekh 
salary to expand her present wardrobe. 
Her favorite store for fashion is L. S. Ayres 
and Company in Indianapolis, and it was 
there that she selected the clothes for a 
business girl’s basic wardrobe seen in this 
month’s “Good Looks Section.” In addi- 
tion to L. S. Ayres and Company, the coat 
on the cover is available at Saks Fifth 
Avenue, New York; Chas. A. Stevens, 
Chicago; and City of Paris, San Francisco. 


Contest for Secretaries 


A TYPEWRITER, a little spare time, and a 
few ideas are all that you need to enter 
an exciting contest for secretaries being 
sponsored by the Executive Furniture 
Guild of America. Each entrant is asked 
to write about her boss in 200 words and 
in another 100 words tell why she thinks 
her boss should have an Executive Furni- 
ture Guild office. The first-prize winner 
receives a luxurious Executive Furniture 
Guild office for her employer and herself. 
Both offices will be tailored to the par- 
ticular work needs of the winning secre- 
tary and her boss and will be designed 
around their color preferences. In addi- 
tion, there is also an all-expenses-paid trip 
for two to Honolulu and a trip at the 
Guild’s expense to New York in September 
to appear as honored guest at the Execu- 
tive Furniture Guild’s Fashions for Busi- 
ness show at the Savoy-Plaza hotel. The 
winner takes all prizes. 

The contest closes on April 15, 1957. 
A handbook of rules and regulations and 
an entry blank may be obtained through 
the “Contest for Secretaries” Department, 
Executive Furniture Guild, Information 
Center, 141 East 44 Street, New York 17, 
N. Y. 











No...the IBM Electric can’t handle the petty cash but... 


it will produce The IBM gives you typing to be proud of —always 

uniform no matter what touch you use. And it’s the 
better typing... world’s simplest electric—in design and operation. 
Best of all, the IBM requires 95.4% less “finger- 


effort” than a manual—to make your job easier! 














save time 





Why not tell your boss what a wonderful difference 
the IBM can make in your office . . . and how it will 
and energy, too! pav for itself by reducing typing costs? And be sure 
to remind him that the IBM is America’s first, finest 
and favorite electric typewriter by far! 








~~ 18:9," ELECTRIC National Secretaries Week 
: TYPEWRITERS April 21 - April 27 
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—OUTSELL ALL OTHER ELECTRICS COMPINED!/ 





TODAY'S SECRETARY @ April, 1957 3 











Now Heyer ottere 
Push-button Duplicating 


..at little more than the 
price of some 
hand-operated 
machines 






ae 


CONQUEROR 


SPIRIT DUPLICATOR 


s$2995° 
Plus Tax 


Every office duplicating job can be done 
much more easily on the new Model 76 
Mark II Conqueror automatic electric du- 
plicator. It delivers 110 clear, crisp copies 
per minute in 1 to 5 colors... at a frac- 
tion of a cent per copy. Its constant speed 
produces better and more uniform copies; 
it frees the operator so that the copies 
can be observed; and most important . . . 
there’s no effort on the operator's part, 
for this new Conqueror runs without watch- 
ing, and even turns off automatically. The 
Model 76 Mark IT offers all this, plus new 
engineering improvements . . 
that can’t be matched! 

NEW ENGINEERING FEATURES: 
Lurch-free Feed Drive Mechanism 
Positive High Precision Clutches 
Nylon Gears that need no oiling 
Handy 11” and 14” Cylinder Stop 
Smooth-operating Motor Drive 
Fully automatic Start-and-Stop 


. at a price 


SS ST 


The HEYER Corporation 4-57 
1864 S. Kostner Ave., Chicago 23, Ill. 


| 
| 
[] Send additional Mark II information. | 
[] Please arrange demonstration. 
NAME____ | 
COMPANY___ | 
| 

| 

ad 








ADDRESS___ 
a STATE. 





Ask the kxperts... 








Q. Since shorthand is written by sound, 
why arent the words reduce and confuse 
written according to the same principle? 


A. The word confuse is part of a fam- 
ily of words containing the ending -fuse. 
The outlines for these words are built on 
the word fuse, which is written f-e-oo. 
Representing the diphthong simply by the 
oo hook does not result in a sufficiently 
legible outline. The diphthong is there- 
fore written in full. All the words in the 
family with the primitive fuse (refuse, 
diffuse, profuse, and others) are written 
according to this principle. 

The omission of the e in the diphthong 
in reduce gives a better outline than if 
the diphthong had been written in full. 
It also helps in forming such derivatives 
as reduces and reducible. 


yd 
3 ~,': \ 


Veny/ 





Q. Is there any way to underscore or draw 
lines on a typewriter without sitting prac- 
tically all day thumping on the shifted “6” 
key? I know lines can be drawn by holding 
a pencil between the card holder and the 
edge of the aligning scale and moving the 
carriage to either side of the drawing points. 
But what I want to know is, how to get a 
typewritten line? 


A. The only way to avoid tapping the 
underscore again and again to make a 
long line is to use an electric typewriter. 
All the new electric machine models have 
self-repeating underscores. You simply 
press the key, and it automatically repeats 
as long as it is held down. 


Q. When open punctuation is used in 
writing a letter, should a comma be placed 
after the complimentary closing? 


A, When true open punctuation is used, 
no punctuation should be placed at the 
end of any line outside the body of the 
letter unless that line ends with an ab- 
breviation. Therefore, no colon would 
follow the salutation and no comma 
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would follow the complimentary closing. 

Under the standard, or mixed, style 
of punctuation, however, punctuation 
marks are not used outside the body of 
the letter except after the salutation and 
the complimentary closing. 


Q. I have been employed as a private 
secretary for the past six years. Try as I 
may, I have a hard time keeping my boss 
from filing papers in the wrong drawer or 
folder. You see, he doesn’t exactly “file” 
the items; he stuffs them anywhere. Hou 
can I handle this situation tactfully? 


A. A special file tray for papers or 
other materials ready to be filed can be 
kept in a prominent place on your desk. 
A similar tray on your employers desk 
might remind him not to stuff papers into 
the first handy place. Such trays, clearly 
labeled, should save you a great deal of 
hunting time. 


Q. Very often I am asked to send carbon 
copies of letters to people who work for 
other companies. We use plain tissue copy 
paper for carbons. Where should I type in 
the name and address of our company so 
that those receiving carbons will know the 
company with which the signer of the letter 


is associated 7? 


A. Many companies that do not have 
letterhead copy paper have a stamp pre- 
pared with that information. The letter- 
head can then be stamped on the copy 
paper. If a stamp is not prepared, you 
would have to type the company’s name 
and address at the top of the page. 


bi / 






Aig. 


aoe 


Q. My boss sometimes dictates a letter 
that is of a more or less personal nature. 
When the reply to such a letter is not 
marked “Personal,” should I open it? Or, 
should I treat the reply as personal even 
though it is not marked as such? 


A, Since your employer dictated the 


: 
s 
B 
B 
T 
B 
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Business English ..... E. Lillian Hutchinson 
Secretarial Practice ..Madeline S. Strony 


Business Law ........ R. Robert Rosenberg 
Bookkeeping .. ..... J Marshall Hanna 
Typewriting ......... Alan C. Lloyd 
Business Arithmetic ..Vivian W. Kline 
Shorthand ......... Charles E. Zoubek 
ME twee. wabedios N. Mae Sawyer 





letter to you, it would be assumed that 
you could open the envelope containing 
the reply unless the envelope was marked 
“Personal.” If your employer did not 
wish you to open the answer, he would 
probably have indicated his preference 
at the time of dictation. 


Q. What is the proper pronunciation for 
the word route? 


{. According to Webster, root is now 
the generally accepted pronunciation; but 
in special cases rout (as in out) prevails, 
as in military use, among railroad men, 
and, colloquially, of a delivery route. 





AN. Lal 


Q. Many times I have seen the and sign 
(&) used when addressing an envelope toa 
married couple. Is this the correct style, 
or should the and be written out? 


{. By all means and rather than the am- 

persand (&) should be used in address- 
ing either a married couple or two per- 
sons of different names—both on the 
envelope and within the letter. 

In fact, virtually the only times when 
& should be used is in company names in 
which the sign is used hy the company 
itself and in column headings or other 
tabulated matter where space is at a 
premium. 


Q. I work in a small office and am there- 
fore called on to perform several duties. 
These duties include: computing and check- 
ing various reports, filing, bookkeeping, 
computing the payroll, typing, cataloguing 
and ordering books, and receiving and re- 
leasing records. I do not, however, take 
shorthand. 

What should the name of my position be? 
Should my title be clerk, receptionist, typist, 


or secretary 7 


{. You can have the title of secretary 
if you make appointments for your boss 
as well as perform the other duties that 
you list. 


Though it is true that most 








TELL ME,MISS JONES, WHEN 
DID YOU FIRST FEEL DEPRESSED 
~~ ABOUT YouR JoB? 


EVERYTIME I WAS 
ASKED TO TYPE LETTERS 
WiTH CARBON 


































































THATS SIMPLE —HAVE YOUR 
BOSS ORDER LEITEREX 
TODAY / 






NO LONGER DO 
\ HAVE CARBON PAPER 
NERVES. WITH LE77EREX 
YOU CAN DO MORE WORK 
IN LESS TIME, AND 17S 
SO EASY TO USE... 
NOW I LOVE MY JoB 
AND I LOVE 
LETTEREX roo !! 
































3 Get Letterex, 


the CPN cure! 


*IF YOU HAVE C 
LETTEREX ! 


P N (carbon paper nerves*) . then you need 
For when you use LETTEREX Manifold Carbon Paper 
Sets in general office correspondence, you don’t waste time and energy 
handling loose carbons and second sheets. A LETTEREX set is a high 
quality onion skin lightly tipped to an intense and clean carbon sheet. 
You just use as many sets of LETTEREX as you need copies. Typing 
SNAP .. 


job done... . you toss away the carbons your hands have 


never touched! 


Erasures on copies are easy. Simply detach 


spot- 


gummed carbon from second sheet at the top. 


*HERE’'S HOW YOU CAN GET LETTEREX. Attach this ad 
to your letterhead (or show it to the boss or purchasing agent... 
he'll do it for you) and mail to LETTEREX, address below. 
We'll send you three boxes of LETTEREX and bill you for 
$11.85. GET RID OF YOUR CARBON PAPER NERVES... 
SEND FOR LETTEREX TODAY! 


wi TTEREX Mihite 1640 Conn. Ave., N.W 
4 Aad 4 4! e Washington 9, D.¢ 
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secretaries usually have a knowledge of 
shorthand, the title of secretary has come 
to mean more than simply a stenographer, 
typist, or receptionist. A secretary is an 
assistant. one who can relieve the em- 
ployer of details. 


Q. Is there a way to save time in record- 
ing a blind-copy notation without removing 
all the copies from the typewriter and then 
putting the carbons back into the machine 


again to type the notation? 


{. Place an index card in front of the 
original and type on the card. The im- 
pression will then be transferred to the 
carbons, but will not appear on the orig- 
inal. This procedure would not work if 
there were many carbon copies, as the 
impression would not go through all the 
thicknesses. 


QO. One of my main responsibilities is to 
of 


hile all sales reports and purchase orders 





that come into the office. In addition. I file 
all correspondence and fulfill several other 
duties. Often I find that, after doing the 
rest of my work, I have little or no time to 
finish the filing. Will you please recommend 
that I could follou 
filing on schedule ? 


a system to keep my 


A. It seems as though you are going to 
have to say, “Thirty minutes each day 
I'm going to do nothing but file.” This 
may be difficult, but it is not so much a 
matter of system as it is of just doing 
first things first. Perhaps someone could 
be assigned to you for about half an hour 
each day to help you with the filing. 


Q. Ifa minor cannot make a contract (co- 
« 


sign for a loan). is his signature on an em- 


ployment application legal 7 


A, A signature on an employment ap- 
plication does not result in a contract. 
An application for employment is merely 








You can fill all your 
multiple mailing needs with 
the Dennison Line 
of Addressing Labels 
SHEETS 
. The standard addressing label 
a — for typing or duplicating. 33 
. pin-perforated labels (2'%.« x ° 
° 1")on 8% x 11” sheet. No lint; — . 
. no pods. Type 33 labels with = . 
° one insertion. White, biue, buff, s 
. salmon, canary, cherry, green. 4 
> In 25 sheet or ream packages. . 
° 4-PART SNAP-APART CARBON SETS n> 
: ee a a 
° For follow-up mailings, use 
K Derisr:ison Carbon Set Labels — . 
; 4 sheets of couponed label . 
° paper collated with 3 sheets of " 
° one-time carbon. Quick, clean, : 
. easy. Labels stay lined up until 
° snapped apart. 33 labels (2! %¢ ° 
5 x '%.—") on a sheet. White only. ° 
. ROLLS ; 
; Dennison Addressing Labels come in 1d 
° continuous rolls of 1000 couponed : 
- labels, 3 x 1” or 3x 1%", ina dispensing . 
: box. Accurate spacing allows labels to be . 
3 vee with a minimum of adjustment. . 
. hite only. , 
a Pe S) cs “ee 
: Dennison quality labels plus IR) vi i i 
. special panninee gumming Framingham, Mass. 
. insure satisfaction. 
: Order Dennison Addressing . 
‘ Labels from Your Stationer. e 
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informative—there is no consideration or 
agreement by both parties (employer and 
employee). Filling in an application 
form is the same as sending a letter that 
states qualifications and background. 
Even if the applicant were an adult, there 
would be no contract or legal obligation. 
correct affect 


use of and effect 


Q. The 


has become something ofa problem for me, 
Will you please explain the difference? 


{. Affect is a verb meaning “to in- 
fluence.” Effect as a 
sult,” and effect as a verb means “to bring 


noun means “re- 
to pass. 

Perhaps these tips will help you: If 
your sentence requires a noun, you may 
be sure that the word is effect. ( Affect as 
a noun a limited medical use.) If 
your sentence requires a verb. recall the 
twins cause and effect. Try substituting 
cause in 


has 


your If it gives the 
same meaning, then effect is the proper 
word. If the 


then affect is required. 


sentence. 


verb does not mean “to 


( ause, 


Q. In writing shorthand, why 
the word named 


is the a in 
written in a clockwise in- 
direction? If 


stead ofa countercloc kewise 


the a were written counterclockwise, it 
would be written inside the curve of the 
md ending—this form would comply with 


the rule which states that circles are written 


inside curves. 


{. The a circle in the word named is 
written clockwise for two reasons. One is 
that in ' maintain 
the primitive form. In the word name the 


circle 


derivatives we try to 


is wrilten clockwise between two 
straight lines in the same direction, and 
the same circular motion is maintained 
in a derivative such as named. 

The second reason is that theoretically 
the firsi part of the md blend can be con- 
the 


the clockwise circle would 


sidered a straight line. Therefore, 


same rule of 


apply in words such as named and 
maimed. 

Q. Is it permissible in business corre- 
x 


spondence to use the sequence of date-month- 
year for dating letters? Or, is the conven- 


tional month-date-year method preferred? 


A. The form 2 April 1957 has in recent 
years become increasingly popular be- 
cause of its use by the armed services. It 
is also the form used in business letters 
from countries. 


foreign Despite these 


(Continued on page 63) 





pany 


All that dictation ! 
Hasnit he heard about. 


erifax Copying 


You—and your boss—should know how 

this completely different Kodak copying method 
saves pages of dictation and typing daily in 
thousands of offices. Look at just a few of 

the short cuts you could be following— 












No need for your boss to dictate a letter 
which quotes from one he has received. 
Just send a Verifax copy with a “see attached” 
note. You can make 5 of these photo-exact 
copies in | minute for just 2 2'%¢ each. No 
skill required. No change in lighting. 


Dictation and typing are also bypassed in 
answering letters that ask questions. All your 
boss has to do is jot the answers in the margin. 
Then you mail a Verifax copy as his reply. 

You and your boss will also save pages of 
dictation and typing—and speed communica- 
tions—by making Verifax copies of sales 
inquiries, reports, magazine articles and other 
items which must be passed on to key men. 


And from a stric tly selfish viewpoint, think 
how wonderful this is—you’ll never have to retype 
when the boss asks for, say, three carbon copies and 
after you have finished says, “‘] meant five.” In a 
minute you'll have all the Verifax copies he needs. 


There’s much more to the story—all wonder- wasteful to wait. Look up the nearest Verifax 
ful from your point of view, especially. And dealer in the “yellow pages,” under ‘Photo- 
now that your boss can get Kodak’s new Verifax copy Equipment,” and phone for free “Short 
Signet Copier for just $148 (actually less than Cuts” booklet. Or mail coupon. 

the cost of an office typewriter), it’s really Price quoted subject to change without notice. 


VYerifax Copying 


DOES MORE... COSTS LESS... MISSES NOTHING 









\-—-———- MAIL COUPON TODAY -————— —— 
EASTMAN KODAK COMPANY, Business Photo Methods Division 
343 State Street, Rochester 4, N. Y. 


Gentlemen: Please send “Short Cuts” booklet and 
names of near-by Verifax dealers. 231-3 









Name ———— 





Company 





Street — 
Kodak’s new Verifax Signet Copier 


... only $148. City State 
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v¥o your business letters 
— 
speak broxen Engiish: 


A girl is judged by her letters 


(And so is her boss ) 


After all, a business letter is a proxy you send to speak for 
your boss and your company. 

If it looks neat and efficient, then they do. 

But if it looks sloppy—with a sprinkling of faded, broken 
characters—it can make a very poor impression. 

That’s one good reason why you need to keep your typ- 
ing up to date with a new Royal! 

Why Royal? Because Royal makes a sparkling print-like 
impression on paper. And keeps on doing it after most other 
typewriters have given up. 

And that’s not all! A Royal makes your typing job so 
much easier. It’s just loaded with work-saving features. No 
wonder secretaries prefer them 2 to 1 over the next 3 makes. 

What’s more, you can always coum on your Royal. It 
requires little servicing...takes less time out for repairs. 

From now on, why not be sure your letters make a great 
impression. Drop a hint to your boss—what you need is a 
brand-new Royal. Tell him your local Royal Representative 


has the facts and figures to prove it. 
@ standard 
UYAL electric + portable 


Roytype® business supplies 





World’s largest manufacturer of typewriters, Royal Typewriter Co., Division of Royal McBee Corp. 
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THE BOSS 


SPEAKS OUT 





What Makes a Good Secretary 


BY A. W. 


{dvertising and Sales Promotion, Dan River Mills. Ine. 


Director, 


7 HAT MAKES A GOOD SEC- 

RETARY? There are proba- 
bly as many answers to this question 
as there are employers. Specific 
differ and are determined 
by the type of business as well 
as by the temperament of each 
boss. My own answer to the query 


needs 


can be summed up in one word— 
versatility is the mark of a good 
secretary. Even if she can operate a 
tvpewriter with the rapidity of a 
machine gun or file with the neat- 
ness of an army orderly, a secretary 
must have the quality of versatility 
to achieve a_ high 
office. 


rating in m\ 


\s DEFINED BY THE DICTIONARY, ver- 
satility means having aptitude for 
new tasks. To me, this means the 
ability to adjust. My own secretary, 
Ann Hill, is an excellent example. 

Ostensibly, Miss Hill takes my 
dictation, answers the telephone, 
and keeps my desk in order. Ad- 
mittedly, almost anyone can do this 
—but Miss Hill does more. She is 
mv office sounding board, adviser, 
housekeeper, receptionist, part-time 
model, and public-relations expert. 
Furthermore, she plays all of these 
roles equally well. 

In my particular line of business, 
things get seasonally hectic every 
so often. It is at this time that my 
secretary is most valuable to me. 
She will begin preliminary discus- 
sions with Dan River customers, 
frequently outlining for me what 
must take place in order to bring a 
meeting to a successful conclusion. 
In an office where time is money— 
and that means practically every 
office in the countrv—a_ secretary 
who can save time for her employ- 
er, for clients, and for the company 
is a real asset to any firm. 

I believe, also, that it is important 
for a good secretary to know every- 
thing there is to know about her 
employer's work. For instance, 


BARBER 


when I am away on a trip, | know 
there will be no bottleneck in the 
Dan River office, since Miss Hill is 
aware of all that takes place. | 
know that decisions she makes on 
my behalf are well thought out and 
carefully judged. This leaves me 
free to be away from the office 
without worrying about details. 


SINCE MY WoRK at Dan River Mills 
centers a great deal around pat- 
terns, designs, and styles for wom- 
en's fashions, Miss Hill frequently 
is asked to give her opinion and 
present the “woman’s viewpoint” on 
new ideas. She has also stood still 
when, in a pinch, we have literally 
pinned her into a dress to see what 
a Dan River dress will look like 
when completed. Fortunately, at 
such times, Miss Hill's 
humor comes to her rescue. 


sense of 


Fortunately, too, my secretary is 
well versed in the art of making 
clients and customers feel at home. 
Sometimes it is necessary to keep 
them waiting. A pleasant smile and 
a cheerful greeting will do wonders 
with even the most stubborn and 
impatient customer. A good secre- 
tary can set a mood for »n impor- 
tant meeting or conference with a 
warm greeting instead of a cold 
“Will you wait?” 

All the points I have outlined 
above are essential in a good sec- 
retary. Naturally, I assume that 
she will be able to decipher her 
shorthand notes and _ transcribe 
them into neat letters of good Eng- 
lish. Without these basics, she is 
licked from the very beginning. 
But though these skills are an ab- 
solute necessity, the good secretary 
must go a step further. Professional 
growth—which should be the aim 
of any ambitious secretary—is the 
result of skills plus versatility, a 
sense of humor, and the ability to 
take initiative and accept responsi- 
bility. 
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OFF TO THE 
RIGHT START 


SS\ 





with 


SEA) FORM 
HOWL 


as your 


SECOND SHEET 


With Sea Foam in your typewriter, 
you know the job's going to turn 
out right. Sea Foam gives maxi- 
mum legible copies at one typing. 


Here's why SEA FOAM is... 


AMERICAS FAVORITE 


LIGHTWEIGHT 
PAPER , 





, a Lies Flat 
a 4, Doesn't bulk or 
——" curl. Takes up less 

space in files, too. 


— 


Wi 7 Colors 

' Channeling of copies 
is done quickly and easily 
with Sea Foam's colors. 


| T Clean Copies 


Sea Foam erases quickly and 
easily for neat-looking work. 








* Don't be satisfied with just any 
second sheet, ask your supplier for 
SEA FOAM BOND. It's water- 
marked so you'll know you're 
getting the best. 























Write for samples of Sea Foam Bond 


Dept. T-4 BROWNVILLE PAPER CO. 
BROWNVILLE, NEW YORK 


SEA FOAM BOND 














If you 
take pride 
in what 
you write... 






















Choose a Sheaffer 


for every writing need 


How nice it is to know that everything you 
write looks fresh and neat... reflects your 
personality! 

You can be sure when you use any Sheaffer 
writing product that your best effort looks its 
best. 

You can buy a Sheaffer for as little as lunch 
money ... or for as much as you care to spend, 
and still have the satisfaction of knowing you 
own the very finest! Choose the Sheaffer that 
looks like you... writes like you and fits your 
every need. 





Statesman $15.50 


SHEAFFER'S SNORKEL PEN Special $7.95 


Fills the modern way . . . nothing to take apart or dismantle. 
Personalized point styles. 


-_— 
——— 


SHEAFFER'S FEATHERTOUCH BALLPOINT  $1-9% 


With the new 5-in-1 refill unit... 
writes 5 times longer than ordinary ballpoints. 

















) o CARTRIDGE 
SHEAFFER'S NEW CARTRIDGE PEN _— 


It's the fountain pen that fills like a ballpoint. 
No messy ink stains anywhere. 


9 SHEAFFER'S UTILITY PENCIL $1.95 
® Easy in and out lead action. Large ‘‘no-smudge"’ eraser. 


When it comes to writing—come to Sheaffer’s 


W. A. Shea pany, Fort Madison, lowa, U.S.A. 
In Canada: ¢ o + In Great Britain: London 
Melbourne 






Skrip Writing Fluid ;, ' Thin and Erasers in 
.-» Makes any pen 49’ Thick Leads 5 convenient 
write better and Jf 19 sizes, 
last longer. % 19c tube 
2 oz. bottle vy \\ 
19c ¢ ; 
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The 


HERE SEEMS to be a fairly 

common belief among young 
secretaries today that graduation 
from high school, business school, 
or college means that school days 
are at an end. Once they receive 
their diplomas, they breathe sighs 
of relief and bid adieu to class- 
rooms, teachers, and books. 

This should not be the case. Ed- 
ucation should be a_ continuing 
process—if you want to be a suc- 
cess, that is. There's always much 
to learn, and you can have fun 
while learning. 

Naturally, if you’re a working 
girl, your job should be your pri- 
marv interest. It isn’t wise to go 
overboard and rush out to classes 
five nights a week. However, there 
are probably one or two evenings 
a week when you have some free 
time. Why not spend them in 
school? You may enjoy it—and it’s 
bound to prove worth while. 

There are a number of things 
you could study. If you're starting 
out on your first job, for example, 
you may find that some of your 
skills are not so good as you would 
like them to be. Perhaps you're 
working for a man who dictates like 
a “ball of fire,” and you just can’t 
keep up. Or, you may discover that 
your punctuation and spelling are 
not up to par (even though vou did 
get good grades in English). Don’t 
be complacent and simplv correct 
your mistakes after your boss re- 
turns your work. You expect in- 
creases in your pay check; your 


The Personnel Touch 





BY KAY BUTNER 


Personnel Director, Popular Science Publishing Company 


Value of Education 


boss, in turn, expects you to become 
a better secretary each day. There- 
fore, it well behooves you to learn 
to do things the right way. And 
one of the best ways to improve 
yourself and your skills is by a pro- 
gram of concentrated study. 

Before you proceed to take 
courses at random, it’s a wise idea 
to have a talk with your boss. He 
may have some good suggestions 
about schools and programs. And 
whether or not he can help you, 
he’s sure to be impressed by your 
ambition. 

Many large companies recognize 
the value of this type of study, and 
they've set up tuition-refund plans 
for their employees. In many cases, 
the company foots half the bill; in 
others they pay the full amount. 
Some firms even offer courses with- 
in the organization. If your com- 
pany has any sort of education pro- 
gram, you should investigate its 
possibilities. You may be very glad 
you did. 


IF YOU'RE ONE OF THOSE LUCKY seC- 
retaries whose skills are in tiptop 
shape, you should still be able to 
find courses that can help you be- 
come a more valuable employee. 
Your job—as secretary to a banker, 
lawyer, antique collector, or what 
have you—will determine what you 
study, of course. Your company will 
benefit from your move and so will 
you. Youll be a more intelligent 
worker, and you'll find yourself 
getting much more out of your job 
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when you've learned something 
about the field in general. Rewards, 
in the form of fatter pay checks 
and promotions, will start coming 
your way. 

Perhaps your future plans in- 
clude a job in an industry other 
than the one in which you're work- 
ing at present. The best prepara- 
tion for such a switch might well 
be a course or two in the area cov- 
ered by your chosen—and as yet 
unknown—field. You'll get a good 
idea of what lies ahead before you 
make the change. In addition, your 
knowledge will be a good selling 
point when you go hunting for that 
new job. 

Even if you're that rare person 
who is completely happy with his 
job and sees little reason for career 
courses, you may find a return to 
school worth while. There are many 
interesting subjects you can take up 
for the sheer pleasure of learning 
something new. Cultural, creative, 
how-to-do-it, or sports classes can't 
help but make your life fuller and 
more enjoyable. You may start one 
of them as an avocation and find 
that it opens a new vocation to you. 

Education of any kind is stimu- 
lating, broadening, and fun. It 
keeps you alert, keeps you growing 
mentally, helps you to become a 
more attractive person in the eyes 
of your friends, your fellow work- 
ers, and your boss. Once you start 
learning anew, you'll find no place 
for boredom in your working or 
leisure hours. 


ll 








... that REMINGTON RAND® Carbon Papers are truly 
revolutionary. They just won’t smudge under normal handling. 
That means clean hands for you, clean copies for the boss. 
The Remington Rand Laboratory of Advanced Research 
developed an entirely new method of processing waxes, dyes 
and toners to give you these revolutionary carbon papers. The 
‘“‘softness”’ that caused dirty hands and smudged copies in old- 
fashioned carbons is engineered out of REMINGTON RAND 


carbon paper finishes. 


And one touch of the keys gives you up to fifteen crisp copies. 
See for yourself. 


Rlemington. Brand 


DIVISION OF SPERRY RANE ORPORATION 


Write for samples to Remington Rand, Room 1449, 315 Fourth Avenue, New York 10. 
TODAY’S SECRETARY e April, 1957 




















All controls are in the 
palm of your hand... 
with UNIMATIC 


REMOTE CONTROL 
MICROPHONE 


The new 


an “~@ 
Commander 


“Makes Dictation Easy as Talking 
to an Old Friend” 








bed 





e Dictate 
e Listen 
e Unlimited Review 

e Erase unwanted words 


* Mark end of letter... 
electronically 


° Use same machine for 
dictation, transcription 


e Lifetime belt—never wears out 


Try it FREE in your office 


Through electronic magic the portable Comptometer 
COMMANDER puts perfect letters on your desk in half the time, 
because it automatically erases unwanted words and phrases 
as you redictate your message. You hand your secretary 
perfect dictation every time. Yet, dictation is as easy as 


talking to an old friend because ALL controls are in the palm 
of your hand. 


The same machine serves as a transcriber...it’s as easy to 
transcribe as to listen, because, with perfect dictation, 


there’s no need for time-wasting, error-breeding pre-editing. 


Best of all, the Comptometer COMMANDER actually pays for 
itself over and over. The mailable Lifetime guaranteed Erase- 
O-Matic belt wipes clean, electronically, in a second, ready 
for re-use thousands of times. No recurring cost for belts, 
discs, or cylinders. 


Learn how easy dictation can be—how anyone can turn outa 
far greater volume of perfect letters easier, faster! Want 
proof? Mail the coupon! 


{ Ta0) eal — a — ie ee — 2 — oe ee ee —) — ca) oe) © ae TO BETTER BUSINESS 





COMPTOMETER—World's fastest way 
to figure. Try it FREE on your work in 
your office. Use coupon. 
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Comptometer COMPTOGRAPH 202" —_——— —- 
—No lost hand motion. More fine fea- 
tures than any other 10-key machine. City 
Try it FREE—use coupon. 


Feit & Tarrant Mfg. Co. 

1708 Marshfield Ave., Chicago 22, III. 

In Canada: Canadian Comptometer, Ltd. 

501 Yonge St., Toronto 5, Canada 

(_] Arrange a FREE office trial for me on: 

[_] Send me literature on: 

[_] Comptometer COMMANDER 

[_] COMPTOMETER Adding-calculating Machine 
[_] Comptometer compTOGRAPH ‘202" 


Name 





Firm 





Address_ 





| 
| 
| 
| 


Zone___ State__ 
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Office slave? Definitely. The Olivetti Lexikon Electric is your devoted slave and 
willing servant, ready always to obey the merest flick of your finger, ready always 
to please you with beautiful typing. Equally appealing is the handsome Olivetti 
Lexikon Standard, with the “‘gentled’”’ touch and other special features. Olivetti 
Corporation of America, 580 Fifth Avenue, New York 36, New York. 


olivetti 
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appointment with 
today’s secretary...IN INDIANAPOLIS 


BY MARY JOLLON 


SECRETARY 


AST SPRING, the campus of Indiana University 
L was in its usual seasonal whirl of parties, base- 
ball games, tennis tournaments, and inevitable prep 
arations for final exams. A keen observer, however, 
might have noted one young student who was not 
completely absorbed by all this activity. True, she 
enjoyed the parties, cheered at the games, and studied 
for the exams; but more often than not her eyes had 
a faraway look, and her pretty face wore an extremely 
thoughtful expression. 

The girl was Barbara Bobbitt of Bedford, Indiana, 
a student at the University’s Schoo] of Business. She 
loved campus life, but now that her freshman year 
was drawing to a close, she was in a quandary about 
her future plans. 


“I'd always dreamed of becoming a secretary,” 














Barbara says now, “and my course at IU was pre- 
paring me for just that. But suddenly, three years 
more seemed like an awfully long stretch. And, too, 
my father had died the year before, and I was afraid 
that my school expenses might be too much of a burden 
for my mother. All at once, a college degree didn't 
seem like an absolute necessity. 

“I went back home in June,” she continues, “not 
knowing what to do. My mother and I spent hours 
discussing the alternatives—returning to I U, going 
to business school, getting a job. Finally, we jumped 
into the car one Saturday and drove to Indianapolis. 
Then and there I made up my mind.” 

Today, one year after that spring of indecision, 
Barbara leads a completely different life. Gone is 
the sprawling campus, the friendly dormitory, the 
casual University atmosphere. Instead, there is a 
school building on a busy street, a rented room, and 
a concentrated course of study that calls for a great 
deal of time and effort. 

Barbara is now a student at Indiana 
Business College, a long-established 
school with ten branches in Indiana. 
The Indianapolis branch is located in 
an old church building. Its vast entrance 
hall, wide staircases, and dark paneling 
may seem somewhat out of date in 
comparison with a modern state uni- 
versity, but its equipment, faculty, 
and teaching methods are the best. 

These factors played an important 
part in Barbara’s decision to attend the school. “On 
my very first visit, I was impressed by the people 
here,” she recalls. “And I liked the idea of receiving 
individual instruction. I could go ahead just as quickly 
—or as slowly—as I wanted to.” 

She enrolled in the Private Secretarial Course, a 
ten-month program that, in the words of the school 
catalogue, “supplies an excellent preparation for de- 
sirable office work.” And that’s exactly what it does, 
says Barbara. 

The course is divided into two parts. The first half 
is devoted noi to shorthand and typing, as you might 
expect, but rather to accounting and business math. 
Prospective secreiaries are thus prepared to handle 
payrolls, Social Security, and tax work, surely a boon 
to their future bosses. Accounting classes are held in 
a huge room that has a real office atmosphere. Stu- 
dents work at their desks on individual problems, 
consult the instructors only when some difficulty arises. 

Ordinarily, this part of the curriculum takes four 
months to complete. Barbara whizzed through in 
three. “It’s not that I’m particularly smart,” she smil- 
ingly explains, “but I’ve always liked working with 
figures. And when youre as eager to be a secretary 
as I am, you're inclined to work faster.” 

The second part of the course is given over primarily 
to the busics—shorthand and typing. Here, too, Bar- 
bara admits, she’s at an advantage. She took both 
subjects in high school and college, although she 
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, 


Aa Simmons, the 


typing teacher, casts 


an eagle eye at 





Barbara’s work. 


confesses that she wasn’t too proficient in either. With 
that head start, she’s hoping to finish the course in 
less than the allotted six months—and prodded by her 
dreams of a career, she probably will. 

Now that she’s more than halfway through her 
course, Barbara has formed some pretty definite opin- 
ions about business schools. “Their approach is such 
a practical one,” she declares, “because their purpose 
is to prepare you to do a good job. I’ve received all 
sorts of tips and pointers on how to do things quicker 
and easier. And you learn more in less time—partly 
because the course of study is planned that way, 
partly because the teachers have such an understand- 
ing of your problems.” 

Indicative of IBC’s practical approach is its office- 
practice plan. As soon as senior students are able to 
take dictation at commercial speeds, they spend regular 
periods in the school office. Here they take dictation 
of actual letters, transcribe them for signing and mail- 
ing, answer the phone, and perform many other office 
duties. This gives them a real taste of working con- 
ditions under expert guidance. 

The school day is a Jong, busy one. Classes start 
at 8:30, end at 3:30, with an hour’s respite for lunch. 
Since each class is only half an hour long, students 
are constantly on the run, but school officials feel 


(Continued on page 54) 











The shorthand class takes to 
the boards—for the 


practice that makes perfect writers. 





Welcome break in the 
day's busy schedule a 
visit to the recrea- 

tion room. Lots of ¢ okes, 
talk and laughter 





PHOTOS BY GLENN DEARING, ASSOCIATED ARTS 


















Accounting class can pose 
some knotty problems. 
Barbara receives help 

at a particularly tough 
spot from one of the in- 


structors, Mr. Butz 





Dictation, dictation, 





and still more dictation 
as students strive for 


more and more speed 





Picture of things to come 
Barbara gets ready to take 
a letter in the offic e of the school 





typing therapy 


FAULTS 


Over a period of time, errors 
tend to follow a certain pattern for 
each typist. By making a study of 
one’s mistakes, it is often possible to 
detect specific areas of difficulty. 


1. Frequently, a typist will strike 
a key with the correct finger but 
use the wrong hand. The lines in 





the first drill emphasize letters re- 
quiring the typist to stroke many 
words that might lead to “opposite 
hand” confusion. The e-i confusion 
is quite common. Undoubtedly, this 
weakness is partly caused by con- 
fusion over the spelling of many of 
our English words. 


2. Errors caused by stroking a 
key adjacent to the correct one are 
very frequent. Most typists find, for 
example, that they must keep alert 
to avoid typing an “a” or a “d” in 
place of an “s.” 

The second drill unit emphasizes 
the most common adjacent-letter 
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areas. Practicing on these words 
and on the sentence will assure a 
maximum of responses requiring 
the typist to stroke the right key in 
some problem area. 


3. One-finger runs from row to 
row also rank high on any list of 
troublesome combinations. One of 
the major reasons for trouble here 
is the tendency to stroke the home 
key instead of the correct key in 
the top or bottom row. 

Wherever possible, the words in 
the lines of the third drill make use 
of reaches for each finger. There 
are some other reaches that cause 
trouble, but the ones given here 
cause the most difficulty. 


4. The fourth drill, for bottom- 
row errors, emphasizes some real 
troublemakers on that row. 

The letter “x” does not have a 
high-frequency rating, but it does 
rate quite high in error patterns. 
The most consistent pattern is to 
type “es” instead of “ex.” The words 
in this drill were selected to help 
the typist overcome this fault. 

The letter “m” not only has a 
high frequency, but also comes in 
for more than the normal] share of 
misstrokings. The drill line for this 
letter includes reaches to the “n.” 

Though the letter “z” is not com- 
monly used, it is often confused 
with the “a” and “x” keys. 


5. In addition to the keys for 
which drills have already been pro- 
vided, the “w,” “q,” and “u” keys 
also cause some trouble. 

The “w” is often confused with 
the adjacent letters “e” and “q” and 
with its opposite—the letter “o.” 
The “q” is always followed by the 
“u,” but typists frequently find that 
they tend to stroke an “a” or a “w” 
in place of the “q.” The adjacent 
letters “y” and “i,” and “r,” the op- 
posite, account for most misstrok- 
ings of the “u.” 








CORRECTING CONSISTENT ERROR PATTERNS - PART IV 


BY FRED WINGER 


CORRECTIVE DRILLS 


1. Same finger — Opposite hand 


edit idea tray yard rate give city diet kite they duty eyes 
eked kind hang nigh deck sigh high dike kick hogs kids desk 
bank nabs burn numb bone knob been boon bunt bare band bans 


Bands of kids hang around a city park and try to fly kites, 


2 ff. BT FB © @ Tt 8S | ££ 1 OS hUhClUC RO lull hm eelCUe 


2. Adjacent finger — Same hand 


ode arm did old dye urn rip you bet art air boy age nor tip 
gay his ale eke fan she oil ask via its elf uke man use ilk 
big van rib eve but vet bib mob vow buy vie rob vim cab vex 


Ava bet us she could buy gas and oil within a block of you, 


st @®ts f#esetsdt @ f FF t @ § © Bae eee) ae 


3. One-finger runs 


deck code cede decay cedar decay ceded accede decide decent 
fur rave from five vary favor fever refer river serve drive 
low old log lose vol. look hold dol. long folks coll. olive 


Folks along the river decided to favor an old code on logs. 


; it-.: Fe 2S |) -@ st @oetwztt SA 6 + See oe 


4. Consistent bottom-row errors 


vex next ajax exam text oxen exact index exist annex expect 
man men ham jam elms name from much month human maybe comma 
zoo adz zeal buzz size razor dozen zebra prize zooms puzzle 
Zola expects to see the mammoth zebra at the zoo next month, 


; t ££ 2S ££ Bet 2B tet ¢- 3 8 4 2-2 eee ae 


5. Consistent top-row errors 


want bowl went view news owed with waste allow await worked 
qua quit aqua quay quiz quest quiet equip quite quota equal 
you buy urn our full much such urge about truly until union 


Quite a few of your own group quit work about four to bowl, 
1 ? S i St eS £6 if OF lhl Cw EE eS ee ee oe 
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A WORK AND NO PLAY...” the old proverb 


begins, and Barbara Bobbitt is wise enough to 


appointment with know that it applies to herself as well as to the legend- 

today’s secretary. _IN INDIANAPOLIS ary Jack. She does spend a major part of her week on 
. scholastic pursuits, but “you can't study all the time. 

ZN She manages to find time for several interests—the kind 


that add zest to life, spice to one’s personality. 
Interest number one is music—under several guises. 

Barbara's taking singing lessons “just for fun.” So far, 

she hasn't managed to squeeze in too many, because of 


’ Y \ her teacher's busy schedule and her own lack of time. 
But she’s determined to keep up with her singing. No 
solos for her though, unless she’s really forced into 
it. “I love to sing out good and loud in a crowd,” 


she grins, “but I hate the thought of pushing forward 


for a solo effort.” 

Music takes another form in Barbara’s life. She took 
piano lessons “in my youth” at the urging of her father, 
a musician himself. “Daddy bought an old organ,” she 
reminisces. “It wasn't in very good condition, and he 
took it apart and made it over completely. He and | 


used to play duets. I don't know how we sounded, 
but we enjoyed it.” 

Now, whenever she can spare the time, Barbara 
runs over to Judge Bobbitt’s house for some quiet 
hours at the piano. Her aunt, a pianist of note, is usu- 
ally around to lend moral support. 

Her aunt has been instrumental in starting Barbara 
on another of her hobbies—antique collecting. Right 
now, she mostly looks—on the upper shelves where the 
bargains can be found—and her collection consists 
mainly of teacups. “I told many of my relatives and 
friends that I was interested in collecting antiques. 
Soon, I was literally surrounded by cups and saucers— 
some antiques, some not. The prettiest are on display 









x 
4. 
t 


, 






“An ideal way to relax,” says Barbara 
of her piano playing. Worries, disappoint- 
ments, even thoughts of that botched 
typing test have a way of vanishing 
under the soothing touch of music. 


at home in Bedford, but most of them are packed 
away. There just isn't room.” 

Also packed away in Bedford is Barbara's pride and 
jov—a group of antique plates that she received from 
a maid who once worked for her family. The woman, 
a Southerner, had brought them with her when she 
went north, and on birthdays and other festive occa- 
sions she would present one of the precious plates to 
Barbara. The new owner is looking forward to the day 
when she has her own apartment and can really show 
off the plates. 

Happily for guests at her future apartment, the 
prospective owner likes to cook. She loves to try new 
dishes—using lots of spices. Sometimes she takes over 
the dinner chores, but she’s saving her best efforts 
for that kitchen of her own. 

Barbara is also a steady user of the United States 
mails, because, “So many boys that I grew up with are 












“Hold that note ...” orders 
. . voice teacher Farrell Scott. 
now in the service, here and abroad. And somehow oice teacher Farrell Scot 
: ; ae eee Singing lessons are a happy com- 
names just keep getting added to my list.” When asked bination of work and fun 
if there was a favorite she wisely replied, “Well . . .” for Barbara. 
and let it go at that. 
And, just to make sure that she hasn't a moment to Barbara may plan to spend 


spare, she’s hoping to do some modeling at L. S. Ayres. the evening reading— 
stories of the Old South 
are her preference— 





Fashion personne] at the store were so impressed by 


Barbara’s stint for the fashion pages of Topay’s SEcRE- then find herself . 
rary that they feel she might make an excellent model lashing off a letter 


to a favorite cor- 


for some of their Saturday shows. respondent instead. 


Naturally, all these activities take time and effort. 
But, as any clever girl knows, you can’t win friends and 
influence people by sitting home all the time with the 
latest novel, good as it may be. You have to get out 
and do things—and the more you do, the more interest- 
ing you will be as a person. 


It can’t be all study—if you want a fabulous future! 
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\ visit to the “4270 House,” a shon that combines Start with a dash of this, a pinch of that: add 
antiques, gifts, and glamour, results in wistful sighs lots of stirring and tender care. One cook's recipe 
and numerous plans for future pay checks. for almost any delectable dish 
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You, Too, Can Write! 
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BY MARGARET OTTLEY 
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(Continued on page 55) 


mt vead shorthand? You can probably speed through this article, which is based on Chapters One through Six of the Manual. 


4 his material is counted in groups of twenty “standard” words each, so that you can estimate your reading speed. 
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F YOUR BOSS is like most of us, it takes a few extra 

notations on your follow-up file before you finally 
make him take time off for the checkup his doctor or 
dentist has been urging “just to make sure everything's 
all right.” 

And offices, too, need to be jogged into a self-exami- 
nation occasionally. Otherwise, habits can become 
careless or routine, and systems, sluggish. A checkup 
of your office and of whether you're running it or it’s 
running you, may not only stimulate your mental 
muscles but also result in more smoothness and ef- 
ficiency. So this is another in a series of articles on how 
you might do a physical checkup, so to speak, on the 
environment in which you spend the hours from nine 
to five. 

Every secretary—whether she’s a girl Friday in a 


small office or the right hand of the president of a 


BY EVALYN EVANS 














large firm—is inevitably involved with the files. There- 
fore, this time, let’s talk about filing habits. 


AT THE BEGINNING OF THE YEAR, filing can be fun. 
When clean, new folders are empty, it’s no trick at all 
to have a place for everything and everything in its 
place. And there probably isn’t a secretary alive who 
doesn't enjoy setting up new files, whether theyre for 
a new office, a new project that needs separate files, 
or an old problem that requires a revised filing system. 
It can be fun, also, once you start, to take a long look 
at the current files. Reorganize them for efficiency, in 
the interests of your boss and for your own con- 
venience. 

At best, the files in a busy office usually get the left- 
over scraps of time and must be attended to between 
opening the mail and taking dictation, or after the 
typing has been finished. This is the filing schedule at 
best—unless you're a better-than-best girl who has set 
aside a certain period every day when filing chores 
can be accomplished with interruption from no one, 
not even the boss. 

At their worst, the files may be so overloaded with 
material and so “shortchanged” on attention that pro- 
truding edges of papers bristle like porcupine quills. 
To add another sheet is to battle with the file; to re- 
move one is to tear it in the struggle. Files can fight 
back and make things tough for a girl. Perhaps your 
files don’t make the day more difficult for you, but, 
however orderly they may be, you may be able to 
make them easier to live with and even pleasanter 
company. 


Before You File, determine whether your files are in 
the most convenient location. If they often get in your 
way because you have to walk around them or if 
they re so far away that you find yourself putting off a 
trip to them, a little shifting of furniture is in order. 

Are the drawers that you use most often the ones 
most easily reached? If you keep both last year’s and 
this year’s files in your office, make sure that current 
material is kept in drawers that can be pulled out 
without reaching or bending. Use the others for ma- 
terial you refer to less frequently. If you find you can't 
avoid constant use of low drawers, explain the prob- 
lem to your boss and ask. whether you can’t have a 
filing stool to avoid “bottom-drawer backache.” A spe- 
cial filing ladder is what you need if you must work 
with drawers above your reach. Before you ask for one, 
however, determine whether you can eliminate a tall 
stack of files by using two shorter ones side by side. 

Don't overload and you'll avoid strain. If possible, 
plan your filing system so that drawers won't be 
crammed full. If they've managed to reach the swollen 
stage already, rearrange them. It’s well worth the time 
and trouble. 

How good is the lighting over your files? A stronger 
bulb is sometimes all that’s needed to prevent misfiling 
or to speed up the search for a paper. 

Sort befere you file. You'll find that it saves time to 


have everything in filing order so that each drawer is 
pulled out only once, consecutively. As you sort, re- 
move all clips. If they are left on, they will tear papers. 
Further, they will often catch another sheet, which will 
be among the missing when you try to find it later. 


LITTLE THINGS can make a big job much easier. Your 
miscellaneous equipment could include a rubber fin- 
ger, a heavy-duty stapler, a staple remover, a blue 
pencil, a sponge or label moistener, a hole punch if 
you use binder folders, and a generous supply of cross- 
reference sheets. 

“Why cross-reference sheets?” you may ask. Be- 
cause, whenever there is more than one answer to 
“How will this be called for?” you should reach for a 
cross-reference sheet. You may buy these or have them 
mimeographed in your office. A simple form has lines 
indicating where the cross-reference sheet is to be 
filed, the date, a brief description of the material and 
where to find it. If you choose colored paper for the 
sheets, you can spot them more easily. 

Don't simply order a box of file folders. Study your 
files, and keep a plan in mind when you choose folders. 
You may consider straight cut or angle tab. Or would 
half cut, third cut, or fifth cut be better? You may 
find that a combination of two kinds would give max- 
imum visibility if you use a different cut for the special 
folders that you want to stand out. 


BE SURE TO HAVE a full set of guides. The more ex- 
tensive your file, the more guides you will need. If you 
can't get guides that will break down classifications 
the way youd like them, use a little ingenuity and 
make your own. 

A particular kind of guide that you should never 
fail to use—though most of us do!—is the out guide. 
Keep a supply of these where they'll remind you to use 
them. For these, choose a color that’s different from 
the cross-reference sheets and one that’s bright enough 
to be easily seen. Choose, or make, a lined out guide 
on which a record can be kept of the name and date 
of the material, when it was given out, and to whom it 
was given. In this way, you will know at all times 
where your papers are and will have a filing aid when 
they are returned. 

A sorting tray will speed up your work. Again, you 
might make your own, by stapling folders together in 
ladder fashion and labeling them alphabetically, geo- 
graphically, numerically, or by subject. 


When You File. If you have much filing, a filing shelf 
is a big help. It has a hook that can be attached to the 
handle of a file drawer; and it can therefore be moved 
around, holding your papers wherever most con- 
venient. 

When you file, stand at the side, rather than in front 
of the drawer. You'll find it much easier that way. Al- 
ways take the folder out of the drawer when you want 
to add or remove a paper. If you neglect to do this 


and try to use the file, you'll (Continued on page 59) 
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RAINY DAY 


By LOYD BURNS 


ILLUSTRATED BY DOROTHE CAVANAGH LEIBOW 
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BY E. 


LILLIAN 


HUTCHINSON 


(KEY TO TEASERS ON PAGE 63) 


words | iui 


Occupations 


The names of these briefly described occupations are often misspelled. What's your score? 


4 
2. 
3 
4 


One who fits and repairs pipes. 


One who sells goods from place to place. 


. A person who makes or deals in women’s headwear. 


. One who has charge of a building. 


What Inserting One Letter Will Do 


Insert In a word meaning: 

1. Ane A flash of electricity. 

2. Ane A young boy. 

3. At More tardy. 

4. Ani To motion with the hand. 

5. An i Military supplies. 

6. Anr A dose; a drink. 

7. Ane To stop; to leave. 

8. Ag A part of a bridle. 
Which Meaning: 


5. 
6. 


8. 


A meat dealer. 
One who erects structures. 
Driver of an automobile. 


One who has charge of a collection of books. 


And get a word meaning: 


Making lighter. 


The name of a heavy metal. 


The opposite of former. 


To relinquish. 


A law. 


A part; a share. 
Still; at rest. 


To rule. 


In each of the following sentences, select the lettered item that correctly matches the meaning of the 


iti 


1. 


(oe) 


Wanted: 


ilicized word in that sentence. 


A pedestrian style of writing is one that (a) uses terms 
pertaining to mountain climbing, (b) is ostentatious, 
(c) is plodding or commonplace. 

A jocular person is one who (a) talks incessantly, 
(b) is given to jesting, (c) is overcritical. 

When a person intimidates another, le (a) hints at 
(b) (c) 


frightens him. 


something, divulges confidential matters, 


A person who vcacillates is one who (a) wavers, (b) 


tells talsehoods, (c) shows great courage. 


. Acliché is (a) a hackneyed expression, (b) a restricted 


social set, (c) persons who are paid to applaud. 


Bright Eyes 


10. 


. Reverence is (a) the statement of the qualifications 


of a person for a job, (b) veneration, (c) a title of 
respect. 


. Anything that is solvable (a) can be dissolved, (b) 


can be solved, (c) is sufficient to pay legal debts. 
Secession is (a) a ceasing or stopping of anything, 


(b) an assembly, (c) a withdrawal. 


. Depreciate means to (a) express disapproval of, (b) 


decrease in value, (c) profane. 
An unabridged dictionary is (a) one from which ob- 
jectionable words have been omitted, (b) a shortened 


one, (c) a complete one. 


How many slips can you detect in the following sentences? 


1. 


to 


. The recipe calls for 


Today most dictators prefer the more friendly salu- 
tation Sincerely yours to the impersonal Yours truly. 
My new coffee table measures 20 inches in width, 38 


inches in length, and 17 inches in heighth. 


. The Blank Company has moved its warehouse to No. 


751 Front Street, Cleveland, 2, O. 
9 


_ 


cupsful of flour and 3 tea- 
spoonsful of baking powder. 


. The letter seems sort of long for this simple matter. 
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6. 


10. 


I am very interested in this author’s novel. 

I'd gladly accept your invitation, only | have another 
engagement for that evening. 

Please re-address this letter to Mr. Young in care 
of his club. 


Reverend Arnold will deliver the commencement 


address. 
I don’t intend to loose any sleep over this matter—it 


isn’t important enough to worry about. 
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NVELOPES? Stamps? The mail- 
ing list? All set. No, wait! Mr. 


Brown's address has been misplaced! 
Mentally, the secretary runs through 
her check list each time she tackles a 
mailing job, for the responsibility of 
sending letters—or even a letter—does 
not end after she has taken dictation 
and transcribed her notes. Once a 
letter, announcement, or bill has been 
prepared, it must be mailed. 


IN THIS ERA of increasing automation, 
the secretary finds that there are many 
supplies and machines that can sim- 
plify her mailing and addressing rou- 
tine. If she works for a large firm, she 
may turn a great portion of her prob- 
lems over to the company’s mailing 
department, where fast, automatic ma- 
chines will fold the letters and address, 
seal, and even stamp the envelopes. 

If she works in a small office, she 
herself may operate any number of the 
portable machines. Or, in the event 
that she does not have machines di- 
rectly available for her work, she can 
send a large mailing list, with her 
letters, to an outside company that 
specializes in handling enormous quan- 
tities of mail. 

Whatever way she chooses, she will 
want to be aware of the many supplies 
and machines that she can rely on, 
whether she is sending out a big mail- 





ing consisting of thousands of names 
and addresses or monthly notices to a 
few people. 


ADDRESSING MACHINES 


THERE ARE A VARIETY of addressing 
machines on the market today, from 
portable and manually operated mod- 
els to multiple-purpose, push-button 
automatics. Some, in addition to se- 
lecting the name and address, can print 
the company’s letterhead, the body of 
the letter, and a reasonable reproduc- 
tion of the signature. The methods 
for reproducing addresses are almost 
as varied as the machines. 

Among the most convenient meth- 
ods for in-the-office use is the one by 
which the address is transferred to the 
envelope by a clean chemical process. 
The iniormation is first typed on a 
slip of paper that is backed with a 
card equivalent in size to a 5- by 7- 
inch filing card. Because the printing 
is done chemically, no stencils, inks, 
plates, or ribbons are used. 

This method has an added storage 
advantage—the “master” set of ad- 
dresses takes a minimum amount of 
storage space. Originals may be kept 
and used as many as 50 times over a 
period of years. Addresses may be 
added or deleted by simply removing 
or adding a card. 


BY BARBARA HABLEY 


For larger mailing lists—or for lists 
that are used more frequently—names 
and addresses may be imprinted on 
metal plates. The information is then 
actually printed by ink on the enve- 
lopes. The plates, too, are small and 
require little space to store. They 
may be used for an indefinite number 
of printings. The plates, however, may 
have to be sent out of the office for 
preparation. 

Both these methods may be adapted 
for use on either envelopes or labels. 

There are also marginal punched, 
pin-fed labels that are designed to be 
used on addressing machines of all 
makes. Available in a wide range of 
sizes and constructions, they may be 
purchased with any arrangement of 
punching, slitting, or perforating, de- 
pending on the type of addressing ma- 
chine used. Such labels come in rolls 
that feed continuously into the type- 
writer or addressing machine; strips 
that are easy to handle and store; or 
fanfolded, to feed from a carton di- 
rectly into the machine. 

In addition, duplicating machines 
may be used as addressing machines 
for labels. (There are even special 
hand and automatic machines for post- 
card duplication. ) 

When a duplicating machine is to 
be used as an addressing machine, 
the information is cut on a special 
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stencil that usually has spaces for 33 
names and addresses. The stencil is 
prepared the same as any ordinary 
stencil. 

After the stencil is run off on regu- 
lar white paper, the labels must be 
cut apart and glued before they are 
attached to the envelopes. If desired, 
the addresses and names may be du- 
plicated onto sheets of 33 labels in- 
stead of onto white paper. These 
gummed sheets are designed to ac- 
company the 33-spaced stencil and 
make application of labels easier—du- 
plicated labels may be separated into 
strips, moistened, and attached sepa- 
rately or with special dispensers. 

As many sets of labels may be run 
off as are necessary for a particular 
mailing, or labels may be prepared in 
advance and stored flat. 

The hand portable duplicating ma- 
chine is handy for lists of 250 names 
or less, and is used widely by churches, 
schools, small offices, and clubs. Ac- 
tually, such a machine is a small spirit 
duplicator, and a stencil must be cut 
for it, just as it is for the portable’s big 
brother, the duplicating machine. 


ADDRESSING LABELS 


LABELS FOR ADDRESSING may be pre- 
pared in several ways. Two of these 
ways, marginal punching and duplica- 
tion, have already been discussed in 
connection with addressing machines. 

Carbon paper also plays an impor- 
tant part in addressing sets of labeis. 
Sheets of gummed, perforated labels 
there are 33 labels to the sheet, just 
as for the stencil) are interleaved with 
carbon paper. The labels are on type- 
writer-size sheets so that the entire 
sheet of 33 labels and extra carbon 
copies may be typed with one _ in- 
sertion in the typewriter. Carbon-in 
terleaved labels come in sets of four to 
six sheets; the carbon is used for only 
a One-time impression 

Shipping labels, too, are available 
in this carbon-interleaved form. There 
are usually eight labels to each sheet, 


which is gummed and perforated. 

Carbon-backed shipping labels can 
do the job of several typings in one. 
In addressing multiple shipments, up 
to six labels may be typed at once— 
the return-address and outgoing-ad- 
dress areas are carbonized. Or, the 
return address may be printed on the 
label in advance. The carbon spots 
on the backs of the labels do not in 
terfere with the adhesive quality of 
the labels. 

For streamlining follow-up systems, 
the same carbon-backed principle is 
invaluable. The label, file card, and 
extra copies may be ty ped at one time 
—additional copies are on ungummed, 
blank bond paper. 


POSTAL LABELS 


LABELS, HOWEVER, do not always func- 
tion as address-carrying devices. Many 
times, they carry important messages 
for the postmaster to follow. “Fragile,” 
“Handle With Care,” and “This Side 
Up” are only a few of the signs that 
are as important as the correct address 
in seeing that the letter, envelope, or 
package arrives safely. 

There are also “gimmick” labels 
that carry messages in the form of car- 
toons and quips. (“Something’s miss- 
ing. Yes, we miss your orders, let’s 
get together again!”) Other gimmick 
labels are printed on gold and silver 
stock in shapes that range from a fish 
to a musical note. These are most use- 
ful when catching the eye will aid in 
getting an idea across. 

Most labels, whatever their shape, 
use, or method of preparation, are 
available with pressure-sens:tive backs. 
Without moistening, they hold secure- 
ly and are easily pressed into place. 


MAILING MACHINES FOR 
OUTGOING MAIL 


A TIME-CONSUMING action in the mail- 
ing process is that of folding the letters 
in preparavion for insertion into the 
envelopes. The folding of each sheet, 


an operation consisting of many sepa- 
rate, tiring movements, can be done 
in seconds by placing the unfolded 
sheets in a bin at one end of a fold- 
ing machine and, with the push of a 
button, collecting folded sheets in a 
bin at the other end of the machine. 
Some folding machines will make over 
300 folds per minute (150 sheets), 
and others are now being designed to 
reach even higher speeds. 

Letters, bulletins, lists, invoices, and 
statements are only a few of the many 
“sheets” that a folding machine will 
handle electrically. The obvious ad- 
vantage is in the time this machine will 
save—the envelopes or labels may be 
prepared, or at least begun, while the 
folding machine does its work. 

Because the automatic electric fold- 
ing machines fold so fast, sheets may 
be folded as they are needed. The 
unfolded material may be stored flat 
until that time. 

If a mailing is composed of several 
pieces that must be placed in one 
envelope, a collator will be an asset. 
The pages or sheets are placed, reverse 
order, in the racks; then, working back- 
wards, chey are gacnereu and s_ .cked. 
Automatic collators will both gather 
the sheets and stack them neatly 

Once the envelopes have been ad- 





1. Printing of addresses that have first 
been typed on a paper slip can be done 
by a clean chemical process. Shown here, 
Master Addresser Company's Model 90. 
2. Heyer’s “Portable Addresser” is, in ef- 
fect, a miniature spirit duplicator—prints 
up to 250 names and addresses. 


3. Carbon-interleaved labels make it pos- 
sible to prepare several mailings months 
in advance. (Photo by Dennison. ) 


4. Carbon-backed shipping labels are use- 
ful when addressing multiple shipments 
of large packages. Labels shown are man- 
ufactured by Allen-Hollander. 


5. Taking no more space than a type- 
writer, Print-O-Matic’s Model “FH-5” 
Folding Machine will make eight differ- 
ent folds. 








(von) Parklane Fashions 


GREENE STREET CLEVELAND 2! OHIO 


POSTMASTER: Sn. nnerction » mec 
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dressed and filled, they may be run 
through a special sealing machine—no 
licking or fussing. Literally thousands 
of envelopes may be sealed per hour 
by some of the larger automatic seal- 
ing machines. Some sealing machines 
will also stamp envelopes and open 
incoming mail—a desk model of such 
a machine is a mailroom in itself. 
Siamps, or postage, add the final 
touch to mailing. One way to apply 
stamps is to use the lick-paste-press 
routine for every envelope. For small 
mailings consisting of only a few let- 
ters, this method may be the least 
expensive. it can, however, become 
exhausting for large quantities. 

lo elininate the entire ‘ick-paste- 
press routine, use ‘a stamp affixer. This 
hand-operated device sprays a_ suf- 
ficient amount of water on the enve- 
lope, dispenses the stamp, and presses 
it into place.’ It holds up to 500 
stamps, and almost completely elim- 
inates the danger of lost or damaged 
stamps. 

For large or small mailings, no 
stamp need be used if a speciai print- 
ing machine is employed. An auto- 
matic mecer is attached to a printing 
machine that prints “U. S. Postage” 

d the amount for Governmeni reve- 
nue. The meter is separate irom the 
machine and is not purchased with the 
machine. Under official lock and seal, 
the meter is leased trom authorized 
manufacturers who are held respon- 
sible to the post office for the proper 
operation of it. 

In order to buy postage, the meter 
is taken to the post office to be “set.” 
The total amount purchased is paid in 
advance, just as with ordinary stamps. 
Each time it is used, the stamping ma- 
chine is set for the individual amount 
of postage needed, and this amount is 
printed on the envelope or on a 
gummed slip that may be affixed to a 
box or carton. The meter shows the 
total amount of postage used and the 
amount remaining. 

With this device, there are abso- 
lutely 10 stamps to lose or misplace 
and the «rrect amount of postage is 
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always available by simply setting the 
machine. 

Mail that has had its postage printed 
in this manner is immediately routed 
through the post office, because the 
meter machine has already cancelled 
the postage. The post office is saved 
the separate step of cancelling the 
stamp. 


MACHINES FOR INCOMING MAIL 


Up TO THIS POINT, we have been con- 
cerned with mailing machines that as- 
sist in getting mail on its way to the 
post office. But what about incoming 
mail? 

Each morning the secretary faces 
the task of opening mail. She can start 
her day faster with an automatic letter 
opener. For light incoming mail, a 
hand-fed and hand-operated desk 
model will open mail from three to 
five times faster. For medium mail voi- 
umes, a semiautomatic model (hand- 
fed. but electrically driven) would be 
sufficient. Large-volume opening may 
be nandied on high-speed  elec.cic 
openers that open and stack as many 
as 500 letters a minute. 

The depth of the cut varies and may 
be adjusted on many opening ma- 
chines for opening thick, thin, short, 
or jong envelopes. 


SCALES 


EveRY SECRETARY has faced the pos- 
sible or actual embarrassment of an 
important letter being returned _be- 
cause it did not carry enough postage. 
Perhaps, if she was in doubt before 
sending the letter, she simply put an 
extra stamp on the envelope. She 
could, however, erase the possibility 
of over- or understamping by weigh- 
ing the envelope or package. Remem- 
ber, as few as ten overstampings daily 
on 6-cent air mail letters can cost $150 
annually. It’s important, then, to take 
a few seconds to weigh a letter. 
Accurate-spring, no-spring, and bal- 
ance-weight scales are made in a wide 
range of models to handle all weights 
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and classes of mail—from air mail to 
parcel post, from less than an ounce 
to several pounds. Scales vary in size 
from desk models to floor models that 
are built for heavy use in the post 
office and in company mailing depart- 
ments. 

Mailing scales are equipped to give 
not only the accurate weight, but also 
the correct postage. Charts for com- 
putations are fan- or cylinder-shaped, 
depending on the particular model of 
scale used. Because weight and post- 
age are given at one reading, time is 
saved and errors are avoided. 


SEALERS 


SUPPOSE, HOWEVER, that the envelopes 
must be sealed by hand or that the 
labels and stamps must be affixed sepa- 
rately, without the aid of a machine. 

Small desk-model sealers, made for 
hand moistening, will prove most help- 
ful in such cases. In some desk mod- 
els, a projecting brush holds a suffici- 
ent amount of water to moisten the 
envelope flap or the stamp. Another 
tvpe of moistener consists of a sponge 
held in a no-leak container. 

If ungummed labels—such as those 
produced on a duplicating machine— 
are used, special glues may be applied. 
There are glues that come ready to use 
from the container; others are con- 
centrated and must be diluted to the 
proper consistency. Applications may 
be made by brush from specially de- 
signed plastic bottles or with a desk- 
sized applicating device. 

Packages for parcel post can be se- 
curely sealed with heavy-duty tape. 
There are many dispensers that will 
hold, cut, and measure specific lengths 
in addition to moistening them for im- 
mediate use. 


IF you’D LIKE to receive further infor- 
mation or literature about these mail- 
ing and addressing supplies and 
machines, you may write to the follow- 
ing companies. The firms are listed 
under the fields in which they 
specialize. 
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Addressing Machines 


A. B. Dick Company, 5700 
Touhy Avenue, Chicago, 
(Also folding machines. ) 

Bond Equipment Company, 6633 En- 
right Street, St. Louis, Missouri. 
(Postcard duplicators. ) 

Elliott Addressing Machine Company, 
143 Albany Street, Cambridge, 
Massachusetts. 

Heyer Corporation, 1856 South Kost- 
ner Avenue, Chicago, Illinois. 

Master Addresser Company, 6500 
West Lake Street, Minneapolis, 
Minnesota. 

Multistamp Company, 
327 West 21 Street, 
ginia. 

Nettle Manufacturing Company, 27 
Huntington Avenue, Boston 16, 
Massachusetts. 

Print-O-Matic Corporation, 724 West 
Washington Boulevard, Chicago, 
Illinois. (Also folding machines. ) 

S. & M. Distributing Company, 3875 
Garland Street, Wheat Ridge, Colo- 
rado. 

Weber Addressing Machine Company, 
200 West Central Road, Mt. Pros- 
pect, Illinois. 


West 
Illinois. 


Incorporated, 


Norfolk, Vir- 


Labels 


Allen-Hollander Company, 385 Gerard 
Avenue, New York 51, New York. 

Associated Stationers Supply Com- 
pany, 231 South Jefferson Street, 
Chicago 6, Illinois. 

Avery Adhesive Label Corporation, 
1616 South California Avenue, 
Monrovia, California. 

Dennison Manufacturing Company, 
Framingham, Massachusetts. 

Eureka Specialty Printing Company, 
534 Electric Street, Scranton, Penn- 
sylvania. 

Ever-Ready Label Company, 357 Cort- 
landt Street, Belleville, New Jersey. 

J. L. May Company, 109 West 19 
Street, New York 11, New York. 

Labelon Tape Company, 450 Atlantic 
Avenue, Rochester, New York. 

teyburn Manufacturing Company, In- 
corporated, Sixteenth and Indiana 
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6. The “multiSealer” is simple to operate—place the envelopes on the feed table 
and the friction feed speeds them through, securely sealing and stacking them in 
the receiving hopper. Manufactured by Commercial Controls Corporation. 

7. For moistening single stamps or envelope flaps, the Sengbusch No-Over-Flo 
Sponge Cup. Its shining plastic is rustproof. 


8. Ungummed labels can be glued with a one-hand operation through the use 
of the Model “BX” Label Gluer by Glue-Fast Equipment Company. 


9. Mail and pareel-post scales feature automatic computation of weight and 
postage charges. Scales shown are by Toledo Scale Company. 


10. Postal convenience is on your desk with the “DM” Postage Meter by Pitney- 
Bowes. This particular model stamps and cancels postage, prints a small ad at the 
same time, and has a moistener for sealing. 





Streets, Philadelphia, Pennsylvania. 


Mailing Machines 


Addressograph-Multigraph Corpora- 
tion, 1200 Babbitt Road, Cleveland, 
Ohio. 

Commercial Controls Corporation, | 
Leighton Avenue, Rochester, New 
York. 

Pitney-Bowes, Incorporated, Stamford 
Connecticut. 


Postal Scales 


Hanson Scale Company, 1777 Sher- 
man Road, Northbrook, Illinois. 
Pelouze Manufacturing Company, 
1218 Chicago Avenue, Evanston, 
Illinois. 

Toledo Scale Company, 1009 Tele- 
graph Road, Toledo 12, Ohio. 
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Triner Scale and Manufacturing Com- 


pany, 2714 West 21 Street, Chi- 
cago, Illinois. 

Sealers 

Bircher Company, 192 Mill Street, 


Rochester, New York. 

Bernay Products Company, 412 South 
Wells Street, Chicago 7, Illinois. 
Glue-Fast Equipment Company, 9 
White Street, New York 13, N. Y. 
Office Accessories Corporation, 9157 
Las Tunas Drive, Temple City, 

California. 

Seal-O-Matic Dispenser Corporation, 
169 Murray Street, Newark 5, New 
Jersey. 

Sengbusch Self-Closing Inkstand Com- 
pany, 2222 West Clybourn Street, 
Milwaukee 3, Wisconsin. 
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Exclusively yours: 


timesaving 





KEYBOARD CONTROL 


on the world's fastest electric 


To give easier, faster typing — with no 
waste motion, a// operating controls 

are located in the keyboard area on the 
Smith-Corona electric. In addition, there 
are many other Smith-Corona exclusives: 
Half Spacing . . . easiest, simplest method 

of error control and line justification. 

Page Gage. . . amazing device that lets you 
set a “bottom margin,” eliminating the 
usual worry about end-of-page typing. 

Call your local Smith-Corona representative 
today for a ten-minute demonstration. 


best business 
connection you ever made 


SM ITH-CORONA ELECTRIC 
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For job hunting now and for on-the-job wear 
later, Barbara selects a bloused-back suit 
by Nobility Jr. In gray, sizes 7-13. 

Priced at $69.98. Available at L. S. Ayres, 
Indianapolis; Saks Fifth Avenue, New York; 
and Charles A. Stevens and Co., Chicago. 
Gray calf pumps by Deb, $12.95. 







oirl 
basics 


The costume look—pure silk shantung dress and jacket 





by Roseweb. Dress has cap sleeves and two tiny velvet 
bows at neckline. In navy, brown, and black, $29.95. 
Sizes 10-20. At L. S. Ayres, Indianapolis; the Blum 
Store, Philadelphia; and Bullock’s, Los Angeles 








ve 
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Inset at Left: Classic co-ordinates—slim beige- Above: Barbara combines comfort with fashion— A silk shantung flowered print by Suzy 
and-brown tweed skirt by Madison. Sizes blue combed-cotton slim pants, $7.98, are seen Perette is Barbara’s choice for a late-day 
10-16, $12.98. Pure silk shirt by Alfred. here with a matching striped sleeveless blouse, dress. In turquoise or rose, $35. Sizes 8-16. 
Sizes 10-18, $12.98. In beige, gray, blue, and $3.98. By Old Colony. At L. S. Ayres, Indian- At L. S. Ayres, Indianapolis; The 

pink. Both at L. S. Ayres, Indianapolis. apolis; Halle Brothers, Cleveland. Hecht Company, Washington, D. C. 
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appointment with 
today’s secretary... IN INDIANAPOLIS 
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BY MARY JOLLON 


ARBARA BOBBITT is a pretty girl with pretty 
hair—the soft brown kind that gleams with high 
lights. For several years, she wore this “crowning 
glory” very simply—the top pinned back, sides waved, 
ends curled in a rather hit-or-miss fashion over her 
shoulders. An attractive hairdo—for a young student. 
But Barbara is smart as well as pretty, and she real- 
ized that she would soon be switching from schoolgirl 
to business girl. When we suggested that the long, 
casual bob might not be the most effective style for 
job hunting (she might look too young) or for the 
well-groomed secretarial look (damp days play havoc 
with it) she agreed that a new hair style might be 
a good idea. 

Off she was whisked to the beauty salon at L. S. 
Ayres, seated in front of a mirror, covered with an 
all-enveloping sheet. Miss Norma, the hnir styl’st, 
appeared, scissors in hand, eyes filled with visions of 
chic cap cuts and close-cropped curls. All seemed 
ready for a real snipping session, until Barbara said 
firmly, “Leave it long, please.” 

There was a moment of dismayed silence—dreams 
of short curls vanished forever—but the stylist proved 
equal to the crisis. Her first move was to persuade 
Barbara to have her hair trimmed “just a little” in 
order to shape it properly and to remove any split 
ends. Then, as she made a careful study of our hero- 
ines face, she questioned her about her activities and 
her plans. An important note this—not only should a 


PHOTOS BY GLENN DEARING, ASSOCIATED ARTS 


hair style be becoming, but it should also reflect the 
life you lead. 

A flurry of activity followed—the snip-snip of scis- 
sors, the socthing whish of soap and water, the wield- 


t 


ing of comb and brush, the careful pinning up of curls. 
A brief session under the dryer, another few moments 
with the comb and brush, and—voila. Barbara’s trans- 
formation was complete. 

Her hair now has an almost invisible center part. 
The top hair is cut short, then drawn back in a soft 
wave that has just enough height to counteract Bar- 
bara’s rather full jaw line. Little tendrils on her fore- 


he»d, casual-looking vet carefully placed, give a young 
look. Sides and back are waved, the ends turning 
under in a page-boy effect. 

True, Barbara’s hair is still long, but careful shaping 
and setting keep it above shoulder length. Her hairdo 
has style, distinction, and a made-especially-for-her 
look that is very appealing. 

Wonderful to relate, this is a do-it-yourself style 
that Barbara can handle easily. The top is set in pin 
curls—turned forward on each side—and the ends are 
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loosely curled and pinned. The soft waves can be 
combed into place when the hair is still wet. Then a 
quick stint with brush and comb (after the hair is 
dry) is all that’s needed to keep it in order. 

How does Barbara like her new hairdo now that 
she’s lived with it for several weeks? She loves it— 
for the compliments it earns, for its easy-care ways. 
Right now it’s making headlines in school; soon it 
will be starring in an office. 


HEREWITH A FEW TIPS for “longhairs”: 

Have your hair styled by an expert. Be sure to 
tell him what you do, how long a time you can spend 
pinning and setting. 

Keep hair “in shape” with regularly scheduled ap- 
pointments for trimming and thinning. It’s easier to 
handle that way. 

To give body to long hair, a soft, loose permanent 
—on the ends only. 

On days when hair refuses to stay put and ends 
droop, don’t try a last-minute reset job. Instead, learn 
how to put your hair into a bun or chignon. 

If you shampoo and set your hair at night, try to 
get it finished an hour or so before bedtime. This 
gives hair a chance to dry in place. 

When setting long hair, fasten pin curls loosely. 
Hair will hang smoothly, waves stay in longer. 

Brush, brush, brush. Our grandmothers had the 
right idea with their 100 strokes every night. 
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Food Engineering Terms in GREGG SIMPLIFIED 


Compiled for Today’s Secretary by Virginia Van Zandt 
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Friendship ring—the Spanish kind— 
aptly named “Tu-y-Yo” (You and I). 
It’s a sterling silver circlet that ends in 
two silver spheres. Band is adjustable 
so there’s no need to worry about size. 
This is one piece of jewelry you'll find 
yourself wearing all the time. A lovely 





gift for a good friend—or yourself (after 
all, what better friend do you have? ). 
Happily, there’s a you-can-afford-it 
price for all this glamour—just $2.95. 
Price includes postage and Federal tax. 
From the Edwin House, Dept. TS, 145 
West 4th Street, New York 12, New 
York. 


Plant marvel—a feathery fern that 
needs no soil, no water. It lives and 
thrives on air alone. Keep it in the 
house throughout the year; it never re- 
quires any care. Lasts indefinitely. 
Deep green in color, air fern is a dec- 
orative asset to any planter, adds fresh- 





ness to many settings. Gift idea—one 
or two ferns in a pretty planter. A gen- 
erous bouquet, similar to picture, only 
39 cents; 3 bouquets, only $1. All 
prices postpaid. From Prestige Prod- 
ucts, Dept. TS, 3450 Wilshire Boule- 
vard, Los Angeles 5, California. 


For girls who wear glasses—and 
their number is legion—Ear-loks to 
hold “specs” in place, prevent them 


from sliding. These small plastic at- 
tachments are easy to put on—slip over 
ear bows, and adjust for comfort. They 
do their job, yet remain invisible. Ear- 
loks fit all plastic, horn or shell-type 





frames. Available in small, medium, or 
large size. (Check the width of your 
ear pieces before ordering.) Only 50 
cents a pair, certainly a tiny price to 
pay for ending the problem of sliding 
glasses. From Arkay Associates, Dept. 
TS, 7803 73rd Place, Glendale 27, 
New York. 


Phone Dialer—a must if you want to 
keep fingernails from splitting, nail pol- 
ish trom chipping. Simply hook this 
cute cherub to your phone; he'll be 
always ready, willing, and able to get 
your number for you. Attractively de- 
signed in 14K gold plate with tiny 
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jewels to add a touch of glamour. 
Cherub is attached to a 7-inch chain, 
permitting quick, easy dialing. Won- 
derful for home or office. Just $1, post- 
paid; satisfaction guaranteed. From 
Skich, Dept T13s, Post Office Box 
7021, Atlanta 9, Georgia. 


A cup of coffee can be a welcome 
break at any hour of any day. Now 
make it quickly, easily with the new 
Aveeco one-cup coffee maker. Put one 
teaspoon of drip coffee in top, pour 
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50 for $2 from one pose 

¢ ships from your own 

B specia favorite photo, 
snapshot or negative 
New and different ‘‘Shadowbox Prints"’.. . with 
“deep-sunk"’ embossing and rounded corners, 
They are wallet size... 2%" x 3%"... onrich, 
double-weight, satin finish portrait stock. 


f >. 









BONUS 


with every order of 50 
- “Shadowbox" Friend- 
ship Photo prints for $2. 
60 tor $2 
from one pose 
os © © © © Ff Ff OS U.LU.LUD.L Ue UR 


, Friendship Photos, Dept. S-1, Quincy 69, Mass. t 

Please send me the new, round cornered 

§ © 25 “Shadowbox” Friendship Photos . . . from one pose 4 
... $1.10 enclosed 

: 0 50 “Shadowbox” Friendship Photos . . . from one pose 
.. . $2.10. | am to receive bonus of Friendship Folio at I 
no extra charge with my order of 50. 

t 1 enclose photo, snapshot, or negative which you will i 

| return unharmed. My money back, airmail, if I’m not | 

completely satisfied. 


_—— PITTTITTT iT T ninataeatmnereners costoce @ 
EEL Wed OPN GaP se 
| nnn ‘cin nnanne ee Zone...... fl 
DS OUR aicccccccrencsaesina shpusaeeonessenees soot 











NOW AVAILABLE 
IN REPRINT FORM! 


MOST-USED SHORTHAND 
TERMS FOR 
15 DIFFERENT FIELDS 


Because of the demand for industry terms 
in Gregg Shorthand Simplified published 
in Today’s Secretary, we have secured a 
limited supply of reprints. Each list of 
terms has been printed on an 8' x 11 
sheet of quality stock. Prices are as fol- 
lows. 

Single copies—25 cents each 

10 to 50 copies—20 cents each 

Over 50 copies—15 cents each 

Compleie set of 15—$2.50 


Cash or check for full amount must ac- 
company order. 

Reprint Deportment 

Today s Secretary 

330 West 42 Street, New York 36, New York 
Please send me copies of each of the 
reprints | have checked below, for which | 
enclose payment of $ 


Atomic Energy Chemical Electronic 
Banking Electrical Construction 
Import-Export legal Aviation 
Radio & TV Oil Contract 
Agricultural Medical Insurance 


Complete set of 15 
Name 
Address 
City 


State 




















YOU'RE COMFORTABLE IN THE OFFICE 
AND SMART ON A DATE IN 


DRESSY FLATS 


Save time and effort . Shop by 
mail and enjoy this smart and com 
fortable flat. It’s yours in a fabu 

lous size range and fashion 

right colors; bicck patent, calf 4 
or suede or navy red, flax, Pe 
Benedictine, French Bread =~” 
or white calf g 











Sizes 2'/, to 14 
AAAAAA to © 


+4 ie omy a % 


Satisfaction Guaranteed Sizes over 9... $13 


Write for Free Booklet of Flats & Medium Heels $9 to $12 


DRESSY FLATS, INC.,jiivene, mito 


MAKES TEETH 
WHITE, <7, 


At last, a cosmetic for unat- e«rore ano arrer Kopac 


tractive teeth—like a movie- , 
star smile in 3 minutes! " 4 
Are your teeth discolored? 


Are you smile-shy? Then try 
this marvelous new ‘‘dental-cosmetic” 
your life! You apply KOPAL on 
amelon your nails. And presto! Instantly, your teeth 
are coated with a sparkling white finish that appears so 
earl-like and natural—)just like a movie-star smile! 
Yo wonder beauty editors, thousands of smart women 
and theatrical people praise KOPAL for covering up 
stains, blemishes, even gold hillings—almost like 
magic! KOPAL isa dentist’s formula, completely safe 
and harmless. GUARANTEED radiant results! Amazing 
value! 2-3 months supply only $3. Send nameand ad- 
dress today. On delivery pay postman $3 plus COD 
ostage and charges (or send $3 with order and ¢ save). 
ry KOPAL as directed — you be the sole judge of how 
lovely this wonderful “dental-cover-up” hides bad teeth. 
You must bethrilled ormoney back! FROSTIE a. 3 
313 E. 53rd St Dept. S-1, New York 22, N 











for the thrill of 
our teeth. just like en- 


Is YOUR BLOUSE 
“POPPING OUT’’? 


“MOBI's,”’ the instant-on, flat 
plastic anchors, hold your 
blouse secure inside your 
skirt for that neat, slim, trim 
look all day long. No matter 
how you twist or bend, your 
blouse stays right where it 
belongs. Easy to put on— 
easy to take off—won’t tear your blouse— 
nothing shows. Only $1.00 a set. Satisfaction 
guaranteed or money refunded. (No C.O.D.’s 
please.) 


VIA PLASTIC 


FOREVER 





Ly 


Dept. S, Fuller Bidg. 
Philadelphia 3, Pa. 





oN 

THE NEW RECORDS 
A complete selection of 2 voice 
court reporter testimony records 
now available on phonograph rec- 
ords. See page 1. 











BOOK MANUSCRIPTS 


CONSIDERED 


by cooperative publisher who offers authors early 
publication, higher royalty, national distribution, 
and beautifully designed books. All subjects wel- 
comed. Write, or send your MS directly 


GREENWICH BOOK PUBLISHERS, INC. 


Atten: MR. BIDDLE 489 FIFTH AVE. 
NEW YORK 17, N. Y 











SHIRT AND BLOUSE BOOKLET 





Will bey 4 seousen Sweate etc 1 heavy. clear 
18 plastic booklet with fail hipnes for clean 
alr tig us stor: are \ Real Value with money back 
vuarantee. Order by No. G 26¢ 
ng 00 postpaid 3 for ea. 85 
Send for New. Free Catalog of Unusual Ite 


DOWNS & CO., Dept. 8486-A, Runnion, il. 











INCREASE YOUR 


WRITING POWER 


The Wizardry of Words shows you how. A 48-page digest 
of great writers’ ideas on how to use the sound and color 
the flavor and imagery of words to make your writing alive 

clues to the secrets of writing power...pointers on how 
to write with greater interest and effect. The Wizardry of 
Words is helping thousands. One reader said, ‘‘well worth 
$1 in its awakening value alone, $100 for that matter.’’ 
Send for your copy today. $1 postpaid. Refund guarantee 
A. C. BELDEN, 394-A Pacific Ave., San Francisco 11, Calif. 








TROUBLED ane 












WITH " . ef nou ; Mobier Hai 

UNWANTED (egameeeecermomenaty 

y! By following our instruc 

HAIR ? m'you, too, can learn to use 

MAHLER’'S INC). Mg cry! 222! ve honey Bock 
DEPT. 857-D — — 

nd 5¢ for trated |b-page 
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ORIGINAL BLACK HILLS 
GOLD EARRINGS 


by Thorpe 
$12.75 cate 


FED. TAX &@ 

POSTAGE INCL 
GOLD EARRINGS designed by Thorpe ex- 
quisitely fashioned from Black Hills Gold 
by master craftsmen who have worked in 
gold all their lives. Soft sculptured grape 
Clusters and leaves in green, red and 
yellow gold produce an unusual design 
of rare beauty. 


Send check or money order TODAY. 
Specify screw back or plerced style, 


F. L. THORPE & CO. 
Dept. 12 Deadwood, South Dakota 














Fine hand-tooled leather 8™.75 
PURSE-Wallet floral design Sf 
So handy for work, shop- 
ping, or an evening out 
— has 2 compartments 
separated by zippered 
pocket, change purse, 2 
snaps for closing. Size 
555 x 3%%4: colors: nut 
brown or red. No COD 





we pay tax. postage 
ZAG 7s 
Box 50 eKalb, tlt. 








SECRETARIES 


CONFIDENTIAL LOANS 


$50 to $300 on your signature only. 


Repay in small monthly payments. 
Details free—write today 
CHAS. D. JOHNSTON, Manager 
Brundidge, Ala. 














TODAY’S SECRETARY e April, 1957 


in hot water, and presto! A cup of 
full-flavored coffee to suit individual 
taste. Economical—it makes exactly 


Practical—saves time, 


what you need. 





Ideal for 


“breakfast-rushers,” 


“live-aloners,” 
in fact for all cof- 
coffee maker, in 
silvertone polished aluminum, is only 
$1, plus 25 cents postage, from Glam- 
Gifts, Dept. C-8, 1021 North 
Charles Street, Baltimore 1, Maryland. 


fuss, mess. 


tec lovers. Aveeco 


Oorous 


Private property—a_ shicld-shaped 
pin with your initials. It clips on to col- 
lars, keeps them looking neat but 
ugly jab marks. Matching 
and earrings complete a 


All in gold 


leaves no 
cuff links 


mighty handsome set. 





with three-letter initial. 


silver plate, 
When ordering, underline initial of last 


name. Pin is $1.50; earrings are $2; 
cuff links are $2. Set: pin with earrings 
or links is $3. All prices postpaid. From 
Greenhall, Dept. TS, 33 Broadway, 
New York 10, New York. 


Stainless steel doesn’t tarnish, wears 
forever, looks just plain wonderful. 
prime example—these beautiful serving 
trays. They're extra-heavyweight qual- 
ity steel, flawlessly formed and fin- 
ished. Use them for broiling or cooking 
—heat won't hurt them—and take them 
right to the table. Their bright, lustrous 
good looks are permanent; they never 


need polishing. Available in three 
sizes: 13-inch, $6.95; 15-inch, $8.95; 


17-inch, 10.95. Set of three trays (one 
in each size) is $24.95. Set of three 
trays plus display rack in finished wood 











and wrought iron is $29.95. All prices 
postpaid. A good item to remember for 
the busy wedding season coming up- 
what bride wouldn’t love a gift like 
this? From the Captain’s Quarters, 
Dept. TS, Roslyn, Long Island, New 
York. 


Like to track down “finds,” dig up 
clues? Then try your hand at collecting 
Lincoln-head can prove 
very worth while. This unusual album 
has places for 59 pennies, some easy 
to come by, others hard to find. Idea is 
to fill the album—naturally—and then, 
if you can bear to part with it, return 


pennies—it 





it to Bybymail. Not only will they re- 
fund the purchase price, but they'll 
also present you with $16! Truly an 
ideal way to change pennies into dol- 
lars and have fun doing it. Album is 
$1, postpaid, from Bybymail, Box 67, 
Dept. S-12, Oakland Gardens Station, 
Flushing, New York. 


Old-fashioned covered jars are back 
in style again. These resemble the jars 
found in old-time apothecaries. They're 
fashioned of clearest quartz glass, may 


be used “as is” or filled with fruit, 





candy, flowers, or tiny colored bars of 
soap. An artistic accent to living room, 


dining room, or bath. lars are 7 inches 





— ON 


FIRST QUALITY 


HOSIERY 


Reg. $1.50 


97¢ 


SPECIAL 
3 pr. $2.80 
GLAMOR SHEER 
60 gauge, 15 denier OR 


WONDER WEARING BUSINESS 
WEIGHT 


51 gauge, 30 aenier 


Sizes 8% io 11%. 
Lengths 28” to 36” 
Beige, Taupe, Brown Toast 


20¢ Postage. 3% Tax in Calif. 
Satisfaction Guaranteed 


Write Dept. TS.] 


Pony Girl—PONY TAIL BARRETTE 


It’s right in the groove! Highly polished nickel silver 
or brightly burnished copper stunningly engraved with 
typical Indian symbols. Fastens with clever, non-losable 
pin adjustment that keeps the pin in and the $] 50 
borrette on. Money-back guarantee. Each nly PPD 


ENCHANTMENT SHOP 
In Old Santa Fe 





WANT TO BE A CPS? 


Start preparing now for the next CPS exams 
with our study guide or correspondence course 
(write for prices). Used for 4 years in the fa- 
mous Long Beach, California, course; and by 
students, colleges, and corporations in 32 states. 
Study Guide, $3.08; Practice Tests, $2.08. Texts 
available. Business Research Associates Incor- 
porated, PO Box 7093, Long Beach 7, California. 


What Is Your’“1.Q.’’? 


AT LAST—you may take an approved, reliable 
adult intelligence test in home privacy and con- 
venience! Clear instructions, confidential report 
on completed test. Why guess? Others know. 
Information free. University Test Bureau, Desk 
D20, Box 401, Palo Alto, California. 














SENSATIONAL BARGAIN CATALOG 


SAVE MONEY —NATIONALLY KNOWN 
MERCHANDISE AT WHOLESALE 
SEND 25c—$1.00 REFUNDED ON FIRST ORDER 


Housewares, Apparel, Watches, Jewelry, Rings, 

Clocks, Appliances, Cutlery, Luggage, Leather Goods, 

Tableware, Novelties & Gifts for the whole family. 
WRITE FOR FREE CATALOG TODAY 


JAY NORRIS CO. 487-TS Broadway, NEW YORK 
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WORLD'S FOREMOST \ 
WALLET PHOTO PRODUCER 


That's right .. . TWENTY-FIVE 
wallet size copies of your graduation 
picture. Ideal for giving friends, rela- 
tives, or attaching to college applica- 
tions. Made on finest silk-finish, double 
weight paper for permanence and beauty. 


Send ONE DOLLAR with your finished 
graduation picture or glossy print. Your 
original will be returned unharmed with 
order in a very few days. Minimum 
order: 25 pictures from one pose. 
Satisfaction guaranteed or your 
money back. 


™™ LARGA-PIC — BOX Z-20 ™ 










: BROOKLINE 46, MASS. ~ 
» Enclosed is $ for pictures | 
‘ Name ° 
. 5 
g Address ’ 
‘ City Zone( )State 2 
S ene e eee See eas Se eS SB ee ee ee 
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SThin Hair= 








i} NOW- 
FOR 
a HAIR AND SCALP 
© . Helps restore liveliness, body to 
“7 thin, mistreated hair-—-at once! 
7% Helps give scalp natural female 
hormones 


required by 
Stimulates 


woman 6 


body to stay young, attractive tiny blood ves 


sels in scalp, brings more blood to scalp, ‘feeds hair 
roots! Helps thin, dyed, bleached hair look fuller, heavier, 
livelier, hold wave better. Gives wonderful highlights with- 
out greasiness. Drop directly into scalp. See thin, lifeless, 
damaged hair—-look younger, healthier, heavier—or money 
back. Handy dropper bottle, 2 months supply 


SEND NO MONEY—7 DAY TRIAL TEST 
Send name and 
C.0.D. postage 
fied with first 


Pay only $3.50 on arrival plus 
on guarantee you must be satis 
results or return remaining HORMONEX 
SERUM for Hair and Scalp for money back. Or save 
money. Sefd $3.85 which includes tax and we pay postage 
Same guarantee 


address 
and tay 


Santa Fe 3, New Mexico | MITCHUM GOMPANY, Dept. TS-H3, Paris, Tenn. 





THE NEW RECORDS 


2 new elementary dictation rec- 
ords at 40 and 50 wpm are now 
available. See page 1. 


HOW OFTEN ARE x 
YOU EMBARRASSED § 9 
BY YOUR ENGLISH? C=" 


Nothing causes you more embarrassment than when you 
make an awkward mistake in English in front of your friends 
or the people you work with. When this happens, you lose 
confidence and are afraid to speak freely for fear you may 
sound poorly educated. With the new C.Il. METHOD you 
can stop making mistakes in English, build up your vocabulary 
develop your writing skill, learn the of interesting 
conversation. Takes only 15 minutes a day at home. fend 
Tropay for rree 32-page booklet. Just drop a card or letter to 



















secrets 


Don Bolander, Career Institute 
Dept. 1454 26 East Jackson, Chicago 4, Illinois 


Name 


Address 








5 NEW REPRINTS OF SHORTHAND 
TERMS NOW AVAILABLE 


Because of the demand for industry 
terms in Gregg Shorthand published 
in TODAY’S SECRETARY, we have 
secured an additional supply of re- 
prints. Each list of 200 terms has been 
printed on quality 844 x 11 stock. 
Prices are as follows: 

Single copies—25¢ each 

10 to 50 copies—20¢ each 

Over 50 copies—15¢ each 
$1.00 

Send cash or check for full 

payment with order to: 
Reprint Dept., TODAY'S SECRETARY 
330 W. 42nd St., New York 36, N. Y. 


Complete set of 5 






















THE SECRETARY'S $4198 y, 
CHARM BRACELET POSTPAID 


Twelve accurate miniatures of the secretary’s 
profession, each beautifully Hamilton Gold-Plated 
and guaranteed perfect. Charms include pencil 
sharpener that turns, posture chair that even 
swivels, typewriter, file cabinet, desk, telephone, 
time clock, stapler, adding machine, eraser, water 
cooler plus the inevitable Swiss cheese sandwich 
and coffee! Money back guarantee. Send check 
or money order NOW! 


PERSONALIZED GIFTS COMPANY 
160 Fifth Avenue, Dept. 14-S, NEW YORK 10, N.Y. 











WHOLESALE CATALOG! 


Big Discounts for your own use. 


Appliances, typewriters, phonographs, 
watches, jewelry, housewares. 


GLENN SWOFFORD 


1023 Gregory St., Greensboro, North Carolina 











high, 4% inches wide. The price? Just 
$2 each, two for $3.95, all prices post- 
paid. From Red Oaks, Dept. TS, Prairie 
View, Illinois. 


Spring fashion note—simulated 
pearls in the season’s top color com- 
bination—grey and white. Three-strand 
choker has adjustable clasp; matching 
earrings are the comfortable “screw” 
type. They have all the luster of nat- 
ural pearls, look good with just about 
anything. Pretty addition to your own 





jewelry collection—an ideal gift, too. 
The price? An unbelievably low one— 
$1.75 for choker and earrings. Price 


includes Federal tax and _ postage. 
From Mulherrin’s Imports-Exports, 
Dept. TS, Post Office Box 84, Phila- 


delphia 5, Pennsylvania. 


Bright Note for your kitchen—can 
coats for an assortment of spices. No 
need now to pour spices into another 
container to obtain a decorative shaker. 
Just snap these attractive coats over 
spice cans and presto—a set of match- 
ing containers. All-metal, durable, will 
last for years. In three color combina- 
tions: yellow and black, pink and slate 
gray, white and turquoise. A set of 








>> LEARN WHILE ASLEEP! 


J 2 > \Lancuaces, Vocasutary, facts, figures - anything 
spoken can be learned while you sleep with new 
university-tested and proved method.Rush $2.00 
for fact-filled, illustrated instruction book: 
“SLEEP-LEARNING, ITS THEORY, 
APPLICATION & TECHNIQUE.” Results 
guaranteed. Satisfaction guaranteed. 
Sleep-Learning Research Association 


P.O. Box 610-P, Omaha, Nebraska 

















FREE contests 2 S 
ENLARGEMENT, 
WITH EACH ORDER. 

WALLET 

PRINTS 





Beautiful portrait 
enlargement worth 
i9e—FREE with 
your order for fa- 
mous Roy Wallet 
Prints—orderallyou 
need for swapping 
perfect for job, 
school, passport, and 
ACTUAL SIZE all identification. 
Vi" VV" Send picture or neg- 
(242” x 342”) att : 
ae ative with your or- 
PARENTS’ SATISFACTION der. Satisfaction 
+ an GUARANTEED 


guaranteed, 
erase 





ROY PHOTO SERVICE, Dept. 37 
(P.O. Box 644, New York 1, N.Y.) 





101 Office Short Cuts 


Valuable as a dictionary is 
newly revised edition of test- 
ed tips compiled after 3 
years of research. ‘‘Best 
business book I’ve read ia 
22 years of teaching’’ says 
Chicago Instructor. $1.98. 


REAL NEW BOOKS 
Box 1432-T, GPO, NYC 1 

















IMPORTED FRENC 
PERFUMES 


Samples from world renowned Pertumers. 
Supply limited—this offer may never be du- 
plicated at this low price. Order several sets 
NOW tor GUARANTEED PROMPT delivery. 
PERFUME IMPORTERS CO.. Pp.o. Box 264 
Dept. P-182-C, Farmingdale, N. Y. 


24 BOTTLETTES GENU 




















THE NEW RECORDS 


2 new 45 rpm phonograph records 
containing the brief forms and 
phrases are now available for 
swift brush-ups. See page 1. 














TODAY’S SECRETARY e April, 1957 








five can coats is a mere $1, postpaid, 
from Carol Beatty, Dept. TS, 7410 
Santa Monica Boulevard, Los Angeles, 
California. 


Key Note Clip makes it easy to get 
organized and stay that way. Smartly 
designed in 24K gold plate, it’s both 
useful and decorative. It holds memos, 
notes, bills, or what have you in one 
pile, keeps desks neat and tidy. Acts 





as a paperweight, too, or can hang on 
the wall. Nice for home, also—to corral 
family notes, bills, and messages. Key 
Note Clip is $1, postpaid, comes 
packed in a black and gold gift box. 
From Berneil Products, Dept. TS, 358 
Fifth Avenue, New York 1, New York. 


Laughing Men Salt ’n’ Pepper Nap- 
kin Holder will brighten kitchen, 
breakfast nook, or knickknack shelf. 


Shakers are 4 inches high, hold plenty 





of seasoning. Salt shaker is milk 
white, with black, laughing face. Pep- 
per shaker has reverse color scheme. 
Holder is finished in brass, with black, 
rubber-tipped legs. A useful gift—for 
yourself or a friend. $2.95, postpaid. 
Order from Magnetic Stores, Dept. TS, 
1060 Broad Street, Newark, N. J. 

















POSITIVE versus NEGATIVE 


ATTITUDES 


BY FLORENCE 


SSUMING THAT you are suffi- 
-& ciently trained in the essentials 
of the job for which you apply, a 
most important asset that can carry 
vou a long way up the ladder of 
success is good application. You 
may be nervous, you may be slow, 
you may make mistakes in the be- 
ginning, but if you apply yourself 
to the work given to you and prove 
your willingness to learn, you will 
make a good impression on the 
boss. 


QUANTITY AND QUALITY of work are 
frequently essential to advance- 
ment in modern business. Good ap- 
plication is a prime requisite in 
building a successful career. 

Do not shirk your duties, for 
even your co-workers will resent it 
and will cease to want to help you 
when your work load accumulates 
and gets beyond your capacity. Ap- 
ply yourself to the task of learning 
everything that you can about your 
work, and then try to organize and 
improve your skill in doing it. 





ELAINE ULRICH, Director, Gregg 


Richt now there is an exciting 
array of certificates and pins beck- 
oning you to come and get them! 
Let us examine your shorthand: 
How fast do you write? How fast 
can you transcribe your notes? Is 
your transcript accurate? Is it neat- 
ly typed and well arranged on the 
letterhead? I have been greatly im- 
pressed with the beautiful letters 
typed by secretaries who read this 
magazine. Many of them are an in- 
spiration to receive! Maybe we will 
dream up a letter-writing contest 
someday. Would you like it? 

In the meantime, turn to the tests 
in this magazine. The Junior and 
Senior OAT Tests this month offer 
a challenge in neat and accurate 
typing. The Competent Typist Test 
beckons you to strive for greater 
speed and accuracy. Make it a re- 
fresher practice program! Take 
these tests for the awards this 
month. 

If you have not yet tried for 
membership in the Order of Gregg 
Artists, turn to the OGA Tests on 
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{wards Department 


page 44. Practice for the develop- 
ment of good notes and then send 
this department your best effort 
when applying for membership. 

The shorthand theory and speed 
tests, filing tests, transcription tests, 
and bookkeeping tests are pub- 
lished in Business Teacher. Every 
bona fide teacher or office super- 
visor is elegible to receive this pub- 
lication free. The awards that vou 
can earn on the tests will be the 
means of focusing attention on a 
job well done! 


Here ARE some rules for giving and 
correcting typing-speed tests. 

e Any make of machine may be 
used. 

e Tests must be taken only from 
current material especially pre- 
pared by this department. 

¢ CT Test material may and should 
be practiced intensively until the 
highest speed with accuracy is de- 
veloped on it. The 5-minute TAT 
is to be taken once only. 

e Tests must be written on either 


43 








letter-size (8% by 11) sheets, with 
not fewer than 28 double-spaced 
lines to the page, or on legal-sized 
(8% by 13) sheets. 

e The following information should 
be typed at the top of the first page 
before the signal is given for start- 
ing the actual test: Name; city and 
state (with local street address or 
box number and zone, if needed ); 
name of school attended. 

¢ Whether large- or small-type ma- 
chines are used, they should be set 
to type lines not less than 61 nor 
more than 76 spaces in length. 

¢ The Competent Typist Test must 
be typed in exactly 10 minutes. If 


the copy is completed in less time, 
the student should start at the be- 
ginning of the test again. 

e Tests must be checked carefully, 
and only those tests that qualify 
should be used for awards. Each 
error must be clearly marked and 
penalized 10 words. 

e In reporting the results of the 
tests, this information must be tab- 
ulated: 

Gross Errors Penalty Net Per Minute 


692 3 30 662 66.2 
Note: The figures used here are 
merely illustrative. Real scores 


made by students should be in- 
serted. More than 5 errors on the 





10-minute CT Test disqualify the 
paper, and the test should not be 
submitted for an award. (A 5-min- 
ute TAT having more than 2 errors 
does not qualify for an award. ) 

e Each report blank must bear this 
certificate signed by the teacher: 
“Ll hereby certify that I timed this 
test for exactly 5 minutes (or 10 
minutes ), and that it was written 
in accordance with the rules.” 

© One certification is sufficient to 
cover a club of tests. 

e Applications for the 30- and 40- 
word typing-speed awards need not 
be submitted with tests, but the 
tests are required at higher speeds. 





OGA 
JUNIOR 


This material is “loaded” with 

easy joinings and with fluent blends. 
Practice this test as many times 

as you like, trying to get a 

light, smooth, fluent copy that shows 
your best shorthand penmanship. 


You may copy line for line or 

in narrower columns: you may use 
either blank or ruled paper. Shorthand 
notebook paper is fine. 

Your writing may earn you a 

Junior OG A certificate or pin. 








OGA 
SENIOR 


This material includes just about 
every possible shorthand joining—it 
is a real test of your ability to 

write anybody-can-read-it 

Gregg shorthand notes. 

Emphasize good proportions, a uniform 
slant, and very smooth joinings. 

If you can qualify by penning a 
good copy of this material, 

you will get the 

Senior OG A ceriificate or pin, 
thereby becoming 

a full-fledged member of 

the Order of Gregg Artists. 
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To: Carey R. Simmons; From: Robert S. Crowley; 
Subject: The 1956 Annual Report. 

Dear Carey: Attached is the list of officers and 
board members that you want to include in the An- 
nual Report. We have checked and double-checked 
the spellings, titles, and affiliations. If you use this 
list as your guide, I’m sure we'll have everything 
right this year. 

Did you ever find out how we made that mistake 
last year? Of all the names that appeared in last 
year’s Report, we had to have a typographical error 
in the treasurer’s name. We’re fortunate we got paid 
after that mistake. 

About the Message-from-the-President page—Mrs. 
Hammond has told me that she will have it ready on 
Tuesday. How’s that for quick service? 

You also inquired about a print order for the booklet. 
Right now I can only give you a tentative order of 
8,500. I’d like to double-check the stockholder count 
before giving you a definite answer. I doubt that I’ll 


have to up the order, but let me have a day or two to 
confirm it. RSC 

















L gekar oe Officers and Board of Directors of 
“in Maxwell Company, Inc. 


Officers 


Martin J. Talbutt President 

Lawrence R. Beecher Administrative Vice=President 

Arthur R. Benson Advertising-Promotion 
Vice=President 


Warren K. Murray Sales Vice=President 


- Bernard Hellerman Treasurer 

John J. Barlow Secretary 

Andrew L. Atkinson Comptroller 

Lee x. Morris Assistant Treasurer and 


Assistant Comptroller 
H, Thomas Anderson Assistant Treasurer 


Board of Directors 





Richard E. Ryan, Chairman President, J. R. Roberts, Inc. 


Martin J. Talbutt President, Maxwell Company, Inc. 


Gordon G. Graham Partner, Corning Brothers 


Homer Smith, Chairman, Pres 
Executive Committee 


- wm Gy,7174 A lay 
ient, Sullivan Aluminum 
Or 


ompany, Inc. 


Qe 


Lawrence R. Beecher Administrative Vice=President, 


preg! ae < Ty , bio 
President, Ma 611 Mompany Ltd.» 


Toronto 


H. Harold Hughes 


Sales Vice-President, Maxwell 
Company, Inc. 


Warren K. Murray 


4o 
Charles O'Malley President, Griffith & Hamilton 
A 


Aluminum Company, Inc. 
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OAT 
JUNIOR 


Center this memo attractively on 
a full sheet of plain white 

or memo paper. Retype it as often 
as you wish, but be sure to 
submit only your best specimen 
for an award. 


Candidates should strive for: 

good placement, accuracy—no strike- 
overs or typographical errors, neatness 
(type clear and clean), proper 
indentation, and correct spelling and 
punctuation. Leave a blank 

line between paragraphs, even in 
single-spaced material. 





TO GET YOUR AWARD 


Mail vour work to the Grege Awards 
Department (16th Floor, 330 West 
42 Street, New York 36, New York), 
accompanied by the correct fee: 15 
cents for each certificate; 50 cents for 
each OGA, OAT, or 50-word CT pin; 
75 cents for each higher-speed CI 
award. * Test applications received 
without fees are held thirty days only. 
* Be sure your name and address ap- 
pear on your paper. * Any group of 
papers submitted should be accompa- 
nied by a typed list of names, desig- 
nating the award desired by each 
candidate. * April copy is good as 
membership tests for OAT, CT (page 
46), and OGA awards until May 20, 
1957. 











OAT 
SENIOR 


To qualify for the Senior Award, 

you must submit the memo (Junior Test 
above) as well as a neatly typed, 
attractively arranged copy of the list 
that appears alongside. Use plain 
paper for the list, and make sure 

you make the corrections indicated. 


Practice each test until you 

are satished that you have produced 
a specimen that represents 

your very best work. Then submit 
both tests for your 

Senior Award. 

















APRIL COMPETENT TYPIST TEST 
To compute speed, note the number indicated at the end of the last line you copied completely and add 1 for each additional 5 strokes typed. To get gross 
speed, divide total by number of minutes; or, to get net speed, subtract 10 for each error before dividing by number of minutes. 

Words Words 
Peppy is the name of my miniature 7 false step. But sometimes it seemed as 341 
Doberman pinscher, who is just nine 1 though he would break another leg in 348 
months old. Dobermans come of Ger- 21 his maneuvers. In fact, a hospital 355 
man stock and are well known as watch- 28 checkup revealed that the cast had _ 362 
dogs and seeing-eye dogs for the blind. 36 slipped and that his broken bones were 370 
Peppy is a proud specimen of the breed. 45 not healing properly. This time, a metal 379 
His chest and forelegs are powerful; 52 splint was put on. It was tighter and 386 
and he has slim, tapering hindquarters. 60 hurt more, but he could have fun 393 
Some Dobermans are copper colored, 67 whacking it around and making noise. 401 
but Peppy is black and tan. He has a_ 175 Shortly after that experience, Peppy 408 
short, smooth coat and generally looks 33 was put through still another ordeal. 416 
like a terrier. 86 He was taken to a specialist, where he 424 
Peppy is practically full grown,even % was put to sleep; and he had his ears 431 
though he is less than a year old. He 101 trimmed to harmonize with the shape 438 
stands about eleven inches high and 109 of his face. Now he is an exact copy of 447 
weighs less than six pounds. He has a_ 116 his noble ancestors. His docked tail and 455 
very independent nature, shows aniron 124 trimmed ears and sleek, shiny body 462 
will, and is very venturesome. When 132 give him a very distinctive look indeed. 470 
we are outside he is kept on a leash be- 139 To keep him looking neat, I brush him 478 
cause he has a strong desire to chase 147 every day. Peppy enjoys this; he runs 486 
flies, birds, paper, kites, and even air- 155 to the drawer where the brush is kept 493 
planes. On the other hand, he is the 163 and waits patiently for me. 499 
kind of dog that becomes attached to 170 Peppy is pretty strong for his size 506 
just one person; and he gives all his de- 178 and is extremely active. Heis left alone 515 
votion and obedience to me. 184 all day, with strict instructions to be- 523 
Peppy had a pretty rough startin life. 192 have himself and to guard things care- 530 
When he was four months old he was 199 fully. He plays with a rubber bone and 338 
taken away from his mother and given 206 a squawker doll and fuzzy bedroom 545 
to me. That changed his young life 214 slippers, and he shreds paper into bits. 553 
completely. He became acquainted with 221 As soon as I return we take a long, in- 561 
new surroundings and new people and _ 229 vigorating walk. Peppy never seems to 569 
learned almost overnight to get along 236 exhaust his energy. 573 
without his playfellows. Hardest of all 244 He strives to be an obedient dog, for 581 
was learning to give his devotion and 252 he knows that then he can accompany _ 588 
allegiance to a new owner, but soon he 260 me on various excursions. Together we 596 
was able to do this. 264 have gone camping and driving, and 603 
About a week after he came to live 271 have stayed at some of the most fash- 610 
with us, Peppy fell from the porch on 279 ionable and exclusive resorts. His spe- 618 
the second floor to the cement court- 286 cial car seat, padded and built up, 625 
yard below and broke his front leg. He 294 enables him to look out the window 632 
was taken to the doctor immediately 301 with ease, comfortable as a king. Yes, 640 
and had a cast put on his leg. Strangely 309 he knows he is a privileged dog; but he 648 
enough, that cast did not hamper him 317 gives love and devotion in return. What 656 
at all. Soon he was able to leap from 325 more could one ask? 660 
chair to floor to davenport without one 333 


(Repeat from the beginning to complete a ten-minute test.) 


Written especially for Gregg Awards candidates by Lura Lynn Straub 
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TRANSCRIBING 


SPEED 


PRACTICE 





The material below is the same 


» as the C.T. Test across the page, and it is provide 
from shorthand. Compute your rate on this word-counteé 


»d so that you can test and compare your speeds of typing from print and 
g the C.T. 


material in the same way you do when typing 
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“Tl tell you what,” Mr. Benson said, “I'll put this rabbit back exactly where I found 
it. Then I'd like whoever put it there in the first piace to come into my office.” 


JEANNE TIPTOED ve J 

; 9 “ 
5 ae a a £4 y 
F Boh w 


- 
ae ee oe é A Owe 


a Pye er 6 lV i eee 


— | va > 
he ti fr 
sls he. ow’ > a S arabbit," ; 


ia 
said Jeanne. §° “~@ ~ 
2) Cc 


eile in “O an (ae 


oof 
w+ 
a 


” ay Foil i . — Qa” 5 > oa 


oo gg 7¥% oe et, 
ae | et Rite ial Fs. 


Me ap + Fe oH A - 


_—_ 


> 


45 TODAY’S SECRETARY e April, 1957 








by Roberta G. Paviu 


hiding place 








ILLUSTRATED BY JOSEPHINE IRWIN 


Sue thought for a minute. “. y : 
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HIDING PLACE 


(Continued from preceding page) 
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ween A Ny Bun 


FLICK A LINE 
finds the line 
everytime 








Reverse its panel! 
Change its height! 
Flick its rubber wheel! 


Genuine walnut base with pencil groove and 
book ledge. Inclined masonite panel 83, x 14. 


low, low $5.95 prepaid 
The ONLY four-way.... 
COMPLETE copy holder 
Preferred by professionals. 


FRANKLIN TABLE COMPANY 


116 N. 4th St., Louisville, Ky. 


Tailor-made for. . 


EASY! CLEAN! 
MECHANICAL ADDRESSING! 


Spirit process 
ADDRESSERS 


by 
MASTER 
ADDRESSER 









PRINTS WITHOUT 
METAL PLATES, 
GELATINS, STENCILS, 
RIBBONS OR INKS. 


\ new, easy, economical method for fast. 
clean, clear, mechanical addressing, Prints 
from paper address slips prepared in ordinary 
typewriter! Type a name once and use it to 
address up to 50 mailings! Keep pertinent 
records right on address file-card! Combine 
iddress and record file in one! A completely 
new system of Spirit process addressing 
Model ‘‘90"'-—-$94.87 Incl. Fed, Ex: Tax.: othe 
models from $30.97 





See your office supply dealer or send 


a 
v coupon today for full information 
| MASTER ADDRESSER CO. | 
| 6500-TS West Lake St. . Minneapolis, Minn. | 
I'd like to know more about Spirit Process 
| addressing equipment | 
| Name | 
| Address | 
| cits | 
| State | 





Dip Up The 
Compliments 


HEN FRIENDS come to call 
unexpectedly, it’s always nice 
to serve them an appetizing snack. 
Here’s an unusual treat that’s easy 
to prepare, looks—and tastes—good, 


_ too. Called “Pickled Roquefort Dip,” 


its whipped up in seconds and 


| 
} 
| 


served amidst tempting potato 
chips. 
Or, if youre planning a dinner 





party, the dip will fit just as easily 
into a more formal setting; for it’s 
equally impressive when placed on 
a silver platter as an hors d’oeuvre. 

Youll find, too, that the neces- 
sary ingredients can be kept ready 


and waiting for any “emergency” 


or for a light TV snack. 


PICKLED ROQUEFORT 
DIP 
1 small package Roquefort cheese 
(3 ounces ) 
l large cream cheese (8 ounces ) 
Milk or cream (enough to soften ) 


10 bread-and-butter pickles, | 


chopped fine 


Mix the cream cheese and Roque- | 


fort cheese until the mixture is 
smooth and evenly blended. Cream 
further with milk or cream, until 
soft enough to spread easily or 
light enough to pick up on a potato 
chip. Add the bread-and-butter 
pickles, and blend thoroughly. Slip 
in a dash of pickle juice for extra 
flavoring or softening if desired. Be 
sure, however, to mix the two 
cheeses first. This sets the main 
flavor instantly. 


FOR A SPARKLING COMPLEMENT to 
the dip’s flavor, keep a soft drink 
on ice. If the party is very informal, 
the drink may be served right out 
of the bottle—with or without 
straws. 
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A fellow 


worker-who 
is not atter 
your job 


















Here’s a desk mate who takes the 
guesswork out of your job... it 
always has the right answers to 
make you worth more to your 
boss. 

Free your mind of pesky details, 
have time for things that really 
count... it’s easy with an EVER 
READY desk calendar to organ- 
ize your everyday routine. Its 
also a good way to get ahead 
faster. 

Fora dependable desk mate, ask 
for EVER READY calendars by 
name. In several styles and colors 
to match other accessories. 












MANUFACTURING CO. 
150 Bay Street 
Jersey City, New Jersey 









The 
Favorite 
“Red Head” 

in every 
Office 






For the benefit of 
Secretaries who =™ 
prefer a soft red 
typewriter eraser in 
a more convenient 
shape, A.W.FABER 
has produced 
EraserStik 7066 
and 7066B. This 
completes the 
EraserStik service 
which has changed 
America’s erasing 


eae 

























Ad 
YILS MASHYD UAGVIMV 





Whatever your preference 
—either our all-utility 
gray EraserStik (7099 
and 7099B) or our 
gorgeous new Red Head 
— you now can have 
the convenience and 
the efficiency of the 
better, modern erasing 
method—the EraserStik 
method. 


q 6601 "8'S'O (391ANI8 TV 












Your Dealer carries 
both styles. 


A.W.FABER 


CASTELL 


PENCIL CO 


INC. e NEWARK 3. N. J 





OFFICE SHOPPING CENTER 








Luxco’s new dictating-machine stand 
(Model B150) is designed and built for 
functional perfection—your dictating ma- 
chine can be placed on this attractive 
stand, leaving your desk free for more 
work area. Silent portability, strong con- 
struction, full storage space for corre- 
spondence and supplies, and brackets for 
microphone and foot-pedal cords are a 
few of the many features that will make 
dictating a Adhesive-backed 
metal retainers can be placed anywhere 


pleasure. 





on top of the table to hold the ma- 
chine in place. The Model B150 is the 
newest member in the line of office- 
machine stands manufactured by Badg- 
er, Incorporated, Dept. TS, LaCrosse, 
Wisconsin. 


An elegant-looking pen that every sec- 
retary will be proud to use is the A. T. 
Cross ball-point pen. Pen features “feath- 
er” writing balance, made possible by the 
perfection of a lightweight mechanism— 
something new in fine writing instruments. 
Mechanically guaranteed to last a lifetime. 





Available with either a fine or a medium 
point. A perfect gift for “someone special” 
at $3.75 and up. For further information, 
write to the A. T. Cross Company, Dept. 
TS, Providence, Rhode Island. 


A recently developed self-adhesive la- 
bel holder solves almost any labeling prob- 
lem. Called “Hol-Dex,” it can be quickly 
placed on doors, desks, trays, file-cabinet 
drawers, bookshelves, or anything that re- 
quires a temporary or permanent label 
holder. Will stick to any clean, dry surface 
—needs no nailing or drilling. The remov- 
able insert can be changed easily when the 
contents of the shelf or bin are changed. 








Comes in seven transparent colors as well 
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as in clear. For a sample or for further 
information, write to the Cel-U-Dex Cor- 
poration, Dept. TS, 1 Main Street, Brook- 
lyn, New York. 


“Rest-A-Phone” is a useful device that 
holds the telephone receiver to your ear 
and leaves your hands free for work. Now 
obtainable in a new model designed to 
match color telephones, the Rest-A-Phone 
is molded in durable “Tenite” butyrate 
plastic, weighs only 1 ounce, and easily 





balances on your shoulder. A foam cushion 
on the underside provides extra grip. With 
no difficult adjustments to make and no 
bolts or screws to worry about, it can be 
slipped onto the receiver handle and fas- 
tened by a spring clip in seconds. About 
$2. Available from office-supply dealers, 
or write to the manufacturer, Rest-A- 
Phone Company, Dept. TS, P.O. Box 
8788, Portland 7, Oregon. 


Youll open letters five times faster with 
the “B D C Letter Opener.” Insert the 
envelope, depress the top plate, and the 
envelope is opened in one motion. This 





simple and speedy operation trims 1/16 


inch off any envelope, including the No. 


ee 


i 





6 


OD. 


SE Reese 


10 size. Cutting edges are self-sharpening 
—a receptacle underneath the opener col- 
lects the cuttings. The B D C Letter 
Opener is finished in two-tone enamel. 
Additional information is available from 
the Bohn Duplicator Corporation, Dept. 
TS. 444 Fourth Avenue, New York 16, 
New York. 


The new Duofold “Plus-Tab” Hanging 
File Pocket features expanding side and 
bottom gussets that hold loose papers in 
place and protect them from loss and dam- 
age. Since the metal rods slide through the 
plastic tab, the tab may be removed or 





adjusted—this heavyweight plastic tab will 
last indefinitely, is made to hold all stand- 
ard and printed inserts. 

The Duofold “Plus-Tab” is available in 
both letter and legal sizes to fit all hang- 
ing files. Further information and samples 
may be obtained by writing to the Daco 
Card & Index Company, Dept. TS, 301 


Congress Street, Boston, Massachusetts. 


Simplicity of operation and lightweight 
portability are two distinctive features of 
the “Stenocord” dictation machine, now 


— 






>. 
~ 


being marketed in the United States ex- 
clusively through franchise dealers. A 
noted European product, the Stenocord is 
expressly designed tor hard office use and 
is imported by Pacific Instruments Cor- 
poration of Los Angeles, California. Its 
cost is considerably lower than other belt- 
recording dictation machines on_ the 
market today. In addition, its recording 
technique assures absolute fidelity—objec- 
tionable AC hum and record scratch are 
eliminated, room noises are blocked out. 
Control switches for “Recording” and 
“Playback” are easily accessible on the 
machine. (Shown here, the “Stenocord 
C,” the dictation machine that can double 
as a transcribing unit. ) 


For use with or without water—Pax 
pharmaceutical-grade “Waterless Skin 
Cleaner.” A result of several years of in- 
tensive research, this skin cleaner has been 





specifically created to give speed in 
cleaning combined with unusual mildness 
to the hands. It will also condition and 
protect. Small quantity placed on the 
hands liquefies almost immediately, can 
be rinsed off with water if desired. Comes 
in individual 1l-pint containers and _ is 
available in larger quantities up to 5- 
gallon drums. For complete information, 
write to the G. H. Packwood Manufac- 


turing Company, Dept. TS, 1541-61 
Tower Grove Avenue, St. Louis 10, 
Missouri. 


Black-on-white copies can now be pro- 
duced on “Direct (liquid or 
spirit ) duplicators with “Black Hi-Gloss,” 
a new product by Ditto, Incorporated. 
This nonstaining black carbon produces 
100 or more clean-cut copies on any spirit 
duplicator using regular duplicator fluid. 
The carbon’s surface and edges are chem- 
ically sealed to prevent smearing and 


Process” 





smudging on hands, clothes, or paper. 
Preparation of masters is the same as for 
conventional purple spirit carbon. Black 
Hi-Gloss carbon is available in 8%- by 
ll-inch sheets, 8%- by 14-inch sheets, 
or Masterset (carbon plus white master 
paper) form. Additional information and 
samples are available from Ditto, Incor- 
porated, Dept. TS, 6800 North McCormick 
Road, Chicago 45, Illinois. 


Now even your pencil sharpener can 
blend with your office furnishings! The 
crisp, modern lines of this “Bostonette” 
make it the newest, smartest pencil sharp- 
ener for home or office use. Receptacle 
comes in color choice of red, yellow, or 





pink. Sturdily constructed, the sharpener 
is equipped with standard Boston “speed 
cutters.” For complete information, write 
to the C. Howard Hunt Pen Company, 
Dept. TS, Camden 1, New Jersey. 
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Gets the 


onthe cleaner instead 
of your fingers 


AW.FABER 










TYPE CLEANER 


The dirtiest job a Typist has to do— 
cleaning the keys on her machine—is 
a breeze when she uses the new 
AW. Faber Plastic Type Cleaner. 


It comes in individual strips. Just place 
a strip lengthwise across the keys, 
press firmly, then lift off. Repeat ap- 
plication over entire type area. Then 
toss the dirty strip into the basket. 
Next time use a fresh strip. 


No unpleasant fumes. No working 
with a big, messy ball of gook. 8 
strips for 8 cleanings. Saves time, 
keeps fingers clean. 


Get a box today. But don't let any- 
one talk you into buying a substitute. 
Look for the AW. Faber label. 


A.W.FABER-CASTELL 


PENCIL CO., INC 


NEWARK 3. NJ 

















WHAT KIND OF 
SECRETARY ARE YOU? 








better look into... 


Applied Secretarial Practice 
FOURTH EDITION 


—Gregg, Fries, Rowe, and Travis 


If you are now a secretary or are planning to be- 
«ome one, here is the book you need to help you on 
your way toward being really successful. Applied 
Secretarial Practice emphasizes the importance of 
developing the “whole secretarial person” and 
shows you how to go about achieving that goal. 


You will find interesting chapters on your personal 
qualities, self-improvement, dress and grooming, 
job finding and job success, meeting the public, tak- 
ing dictation and transcription, filing, writing busi- 
ness letters, travel and transportation, handling 
money and maintaining financial records, Other 
chapters give you the latest information on using 
secretarial equipment and supplies, sources of in- 
formation, communication § services, oflice  ma- 
chines, and duplicating processes and equipment. 


A very useful feature of the book is the Appendix 
containing: information and refreshers on gram- 
mar, word division, punctuation, abbreviations, 
capitalization, geographic names, and correct forms 
of address. 


Cerwinly here is a book that can help you be- 
come a really successtul secretary ... and help you 
get that raise, too! Better look into it today! 


Teachers and Training Directors: let us bill 
you at the usual educational discount. 


peseseeeeee = CLIP COUPON AND MAIL TO;#2*##e#e#ee2«=", 


GREGG PUBLISHING DIVISION/McGraw-Hill Book Company, Inc. 
330 West 42nd Street, New York 36 


Please send me: 


copies of APPLIED SECRETARIAL PRACTICE, 
Fourth Edition, @ $3.48 


[_] Cash enclosed Lj C.0.D. 
RABE feito RE aN CR SEN TO | OEE A 
UE cinticoshbalieudisltitledaatlidiniahinsnonbesoccniitese 
SE iiisn» :ccsciccstaaanocshiel Zuee......... Re 
TS-4 
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GIRL WITH 


(Continued from 





that a short period of intense effort is far more effec- 
tive than a longer period of less concentrated work. 
Every morning and afternoon there's a fifteen-minute 
break, at which time most students dash to the recrea- 
tion room for “cokes and talk.” 

Barbara arrives at school about eight o’clock—thanks 
to an “ornery’ bus schedule—and spends her preclass 
time chatting and comparing notes. As soon as classes 
are over in the afternoon—unless something special is 
planned—she generally hops on the bus for the thirty- 
minute ride to Meadow Court, an apartment develop- 
ment where she lives with friends of her family. Once 
there, she changes into “something comfortable, like 
toreador pants” and _ studies till dinnertime. After 
dinner, more study and maybe a glimpse of the eve- 
ning’s television fare. 

Weekends give Barbara a chance to catch up on 
other things—shopping, movies (she’s a real fan), 
clothes-tending, helping to clean the apartment. She 
may visit her uncle and his wife, who live in Indian- 
apolis. Her uncle is a member of the Indiana Supreme 
Court, and through him she has met a number of state 
dignitaries. Then there are occasional parties and 
dates, but Barbara herself is the first to admit that the 
social life is not the kind she’s been accustomed to. 

“I’m used to small-town living,” she explains, “where 
you know everybody and you all do things together. 
We used to have a wonderful time, with parties, 
basketball games, picnics, and the like. And, of course, 
at IU, there was always something going on. 

“Here in Indianapolis, it’s different. I still don’t 
know too many people—big cities just aren’t as friendly 
—and I don't have a place of my own where I can do 
entertaining. So I’ve decided to get school out of the 
way and bide my time—till I have a job and an apart- 
ment of my own.” 

A surprisingly mature viewpoint for a pretty nine- 
teen-year-old who loves dating, parties, and good 
times. 

Once or twice a month, though, Barbara makes the 
75-mile trip to Bedford. She spends the weekend 
socializing with friends, “talking like mad” with her 
mother, who is a seventh-grade teacher, and her 
brother, Tommy. The Bobbitts are vitally interested 
in each other’s doings, so there's always a great deal 
of catching up to do. 

A visit home also gives Barbara a chance to go over 
finances with her mother. They share a joint checking 
account—a sign of the friendly trust existing between 
mother and daughter. Out of the account come checks 
for Barbara's tuition, board, and weekly expenses— 
carfare, lunch, movies, the shorthand pads that get 
used up much too fast. These “incidentals” average 
about $8-10 a week. New clothes are paid for by 
check, or charged at a store like L. S. Ayres. Barbara 
watches her money carefully, cuts down when she 
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finds she’s much and_ too 


She has earned some of her school money herself. 


spending too freely. 
For the past two summers she worked as a receptionist 
and general “sub” at the Ingalls Stone Company in 
Bedford. “We had to be there at 7:30 in the morn- 
ing,” she says with a smile, “but I loved every minute 
of it. I guess I’m cut out for office work.” 

Just what kind of an office would Barbara like to 
work in? She really can’t decide. Since she likes 
working with figures, she may choose a job in industry 
or in one of the many insurance companies in Indian- 
apolis. On the other hand, her uncle is urging her to 
go into a law office, and the idea of being “in the 
know” on fascinating court cases definitely appeals to 
her. However, she’s also interested in clothes and 
everything to do with them. A job in a department 
store, for example, sounds like fun. 

“I do know that I don’t want to work in a small 
town,” Barbara says thoughtfully. “I may stay in 
Indianapolis, move to Chicago, or maybe even try 
Florida. Just as long as it’s an interesting job . . . and 
I would like to make enough money to do all the things 
I want to do... . have my own apartment, my own car, 
travel to places like South America .. .” 

She pauses and then her eyes light up. “Do you 
know,” she says, “all this suddenly doesn’t seem so far 
away.” 

It’s true. Thanks mainly to her own efforts, Bar- 
bara’s dreams are getting closer all the time. 





YOU, TOO, CAN WRITE! 


(Continued from page 22) 
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Carbon Paper 


BEBEBBEBB ISI 
© 10 I= IN lw [6 IW Id IN 1@ 


* Exclusive Scale Edge prevents running 





over. This uncoated numbered edge makes_ | 32 
carbon handling easier and cleaner too! ~ 
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WHAT KIND OF 
SECRETARY ARE YOU? 
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better look into... 


Applied Secretarial Practice 
FOURTH EDITION 


—Gregg, Fries, Rowe, and Travis 


If you are now a secretary or are planning to be- 
vome one, here is the book you need to help you on 
your way toward being really successful. Applied 
Secretarial Practice emphasizes the importance of 
developing the “whole secretarial person” and 
shows you how to go about achieving that goal. 


You will find interesting chapters on your personal 
qualities, self-improvement, dress and grooming, 
job finding and job success, meeting the public, tak- 
ing dictation and transcription, filing, writing busi- 
ness letters, travel and transportation, handling 
money and maintaining financial records, Other 
chapters give you the latest information on using 
secretarial equipment and supplies, sources of in- 
formation, communication otlice = ma- 
chines, and duplicating processes and equipment. 


services, 


A very useful feature of the book is the Appendix 
containing: information and refreshers on gram- 
mar, word division, punctuation, abbreviations, 
capitalization, geographic names, and correct forms 
of address. 


Cerwinly here is a book that can help you be- 
come a really successiul secretary ...and help you 
get that raise, too! Better look into it today! 


Teachers and Training Directors: let us bill 
you at the usual educational discount. 


}=<=<=<======)CLIP COUPON AND MAIL TO:=====<===== 


GREGG PUBLISHING DIVISION/McGraw-Hill Book Company, Inc. 
330 West 42nd Street, New York 36 


Please send me: 


saeimusedmbecuaod copies of APPLIED SECRETARIAL PRACTICE, 


Fourth Edition, @ $3.48 

(] Cash enclosed Cj ¢.0.0. 
UE ochiiinansbaensiiareiininiiaiatibblaniadicsbbushidsccvnascciene 
PENDS cis diinterdovdidhillipieadanbites dines cucssosonsanesie 
ciry Rieiensnsixevahinnn sail ZONE........ | ere 
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that a short period of intense effort is far more effec- 
tive than a longer period of less concentrated work. 
Every morning and afternoon there's a fifteen-minute 
break, at which time most students dash to the recrea- 
tion room for “cokes and talk.” 

Barbara arrives at school about eight o’clock—thanks 
to an “ornery” bus schedule—and spends her preclass 
time chatting and comparing notes. As soon as classes 
are over in the afternoon—unless something special is 
planned—she generally hops on the bus for the thirty- 
minute ride to Meadow Court, an apartment develop- 
ment where she lives with friends of her family. Once 
there, she changes into “something comfortable, like 
toreador pants” and _ studies till dinnertime. After 
dinner, more study and maybe a glimpse of the eve- 
ning’s television fare. 

Weekends give Barbara a chance to catch up on 
other things—shopping, movies (she’s a real fan), 
clothes-tending, helping to clean the apartment. She 
may visit her uncle and his wife, who live in Indian- 
apolis. Her uncle is a member of the Indiana Supreme 
Court, and through him she has met a number of state 
dignitaries. Then there are occasional parties and 
dates, but Barbara herself is the first to admit that the 
social life is not the kind she’s been accustomed to. 

“I’m used to small-town living,” she explains, “where 
vou know everybody and you all do things together. 
We used to have a wonderful time, with parties, 
basketball games, picnics, and the like. And, of course, 
at IU, there was always something going on. 

“Here in Indianapolis, it’s different. 1 still don’t 
know too many people—big cities just aren’t as friendly 
—and I don’t have a place of my own where I can do 
entertaining. So I’ve decided to get school out of the 
way and bide my time—till I have a job and an apart- 
ment of my own.” 

A surprisingly mature viewpoint for a pretty nine- 
teen-year-old who loves dating, parties, and good 
times. 

Once or twice a month, though, Barbara makes the 
75-mile trip to Bedford. She spends the weekend 
socializing with friends, “talking like mad” with her 
mother, who is a seventh-grade teacher, and her 
brother, Tommy. The Bobbitts are vitally interested 
in each other’s doings, so there’s always a great deal 
of catching up to do. 

A visit home also gives Barbara a chance to go over 
finances with her mother. They share a joint checking 
account—a sign of the friendly trust existing between 
mother and daughter. Out of the account come checks 
for Barbara’s tuition, board, and weekly expenses— 
carfare, lunch, movies, the shorthand pads that get 
used up much too fast. These “incidentals” average 
about $8-10 a week. New clothes are paid for by 
check, or charged at a store like L. S. Ayres. Barbara 
watches her money carefully, cuts down when she 
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finds she’s spending too much and too freely. 

She has earned some of her school money herself. 
For the past two summers she worked as a receptionist 
and general “sub” at the Ingalls Stone Company in 
Bedford. “We had to be there at 7:30 in the morn- 
ing,” she says with a smile, “but I loved every minute 
of it. I guess I’m cut out for office work.” 

Just what kind of an office would Barbara like to 
work in? She really can’t decide. Since she likes 
working with figures, she may choose a job in industry 
or in one of the many insurance companies in Indian- 
apolis. On the other hand, her uncle is urging her to 
go into a law office, and the idea of being “in the 
know” on fascinating court cases definitely appeals to 
her. However, she’s also interested in clothes and 
everything to do with them. A job in a department 
store, for example, sounds like fun. 

“I do know that I don’t want to work in a small 
town,” Barbara says thoughtfully. “I may stay in 
Indianapolis, move to Chicago, or maybe even try 
Florida. Just as long as it’s an interesting job... and 
[ would like to make enough money to do all the things 
I want to do... have my own apartment, my own car, 
travel to places like South America. . .” 

She pauses and then her eyes light up. “Do you 
know,” she says, “all this suddenly doesn’t seem so far 
away.” 

It’s true. Thanks mainly to her own efforts, Bar- 
bara’s dreams are getting closer all the time. 
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Webster 
for Quality 
Carbon Paper 


* Exclusive Scale Edge prevents running 
over. This uncoated numbered edge makes 
carbon handling easier and cleaner too! 


* Stays flat in extreme temperatures. Each 
sheet smooth and flat for uniform han- 
dling. 


* Weights and finishes to fit your individual 
typing requirements. 


At stationers everywhere 


make it clear... you want 


WEBSTER DURAMETRIC 


Mutt KOpY. 


CARBON PAPERS 


Free Sample. Fill out the coupon and staple to 
your company letterhead. 
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| 17 Amherst Street, Cambridge, Massachusetts 
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TYPISTS 

EVERYWHERE 
PRAISE 

SNOPAKE! 





Now secretaries can 
rest easier when they make an occasional] 
error—with SNOPAKE on the job. It’s a 
marvelous new white opaque paint that 
is flexible, easy to apply and amazingly 
fast drying. Merely paint over the erro: 
with SNOPAKE, let it dry for an instant 
and then type right over the area. The 
result—a smooth, perfect job. Designed 
especially for typing for photographic 
reproduction—Offset, Xerox, etc. Artists, 
too, find SNOPAKE far superior to any 
opaquing solution now known 





TRY THIS 


FOTOTYPE, INC., 1402 Roscoe Street, Chicago 13 
Enclosed is $1.00. Please send | oz. brush-in-cap 

bottle of SNOPAKE and bottle of Thinner. 

Nome 

Address 

City Stote 
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This Binder has 
almost DOUBLE 
CAPACIT Y! 





Because the Liberty Binder is equipped with 
Magic Binding Posts—the posts that extend 
themselves more than 50%—you get almost 
twice the space for binding loose-leaf records. 


Magic Pests available in two diameters: \" 
and %,; 15 different post lengths; each 
extends more than 50%. 

Liberty Binders offer more for your money 
because they’re made of rugged, tough 
masonite with strong, long-wearing alumi- 
num hinges . . . a combination that makes 
them last for years and years. Binder com- 
plete with posts in any length are priced as 
low as $2.35 for 842 x 11” size. 


Write for complete information and prices. 


BANKERS BOX CO. bep:. 15-4 


2607 North 25th Ave. « Franklin Park, Ill. 








Open Letter to a “Southpaw” 


Topay’s SECRETARY 

Gregg Publishing Division 
McGraw-Hill Book Company, Inc. 
330 West 42 Street 

New York 36, New York 

To whom it may concern: 

I am a left-handed stenographer. 
No matter how much I practice, I 
can't seem to improve. I would like 
your opinion as to whether or not 
left-handedness is a handicap in 
taking dictation. Can left-handed 
writers develop speed like right- 
handers? Can they control the 
characters as well as right-handers? 
In other words, can a left-handed 
steno be as good as a right-handed 
one? 

If you know of anv left-handed 
stenographers who have “made 
good,” | would be most interested 
in hearing about them. 

Very truly vours, 
James T. Slattery 
Watkins Glen, New York 


Mr. James T. Slattery 
Watkins Glen, New York 
Dear Mr. Slatterv: 

Your letter to Topay’s SECRETARY 
has been referred to me for reply. 

Writing shorthand with the left 
hand is the same as doing anything 
else with the left hand. There are 
manv fine left-handed baseball and 
football plavers and even outstand- 
ing surgeons, who perform delicate 
operations with the “wrong hand,” 
so to speak. A skill need not be in- 
ferior just because it is practiced 
with the other side of the body. 

For some reason, a myth has been 
perpetuated through the vears that 
writing shorthand with the left 
hand is either impossible or diff- 
cult. If that is a fact, then Friday 
the 13th is unlucky and black cats 
bring bad luck. 


[ HAVE BEEN A SHORTHAND RE- 
PORTER for the past twenty-five 
vears. I have been a certified short- 
hand reporter of the State of New 
York for twenty-one years and have 
passed many Civil Service examina- 
tions including the one for the 
Supreme Court. I am now an off- 
cial reporter of the New York 
Supreme Court, First- Department. 
I might add that I have received 
all the Gregg Speed Awards, in- 


TODAY’S SECRETARY e April, 1957 


cluding the Gregg Diamond Medal 
(200 wpm) and hold the Certificate 
of Proficiency issued by the Na- 
tional Shorthand Reporters Asso- 
ciation. 

This bugaboo about “southpaw” 
writers has discouraged many left- 
handed youngsters from studying 
shorthand as a career, and for that 
reason there are very few of us. 
There were some, like myself, who 
disregarded this nonsense and 
simply went ahead and “did what 
came naturally.” We enrolled in 
shorthand classes, practiced with 
the right-handers, and found that if 
we put in the proper amount of 
work and had a certain amount of 
native talent we could wind up as 
shorthand reporters. 

Of course, we had to make cer- 
tain shifts in our method of writing 
until we found the most comforta- 
ble writing position, but that is an 
individual matter. Even among 
“the anointed,” the right-handed 
stenos, the same condition prevails. 
No two writers write exactly alike. 


Don’t BE HIDEBOUND and feel vou 
must follow anv specific or forma- 
lized position of writing or stvle of 
penmanship. Find the one _ best 
suited to vour stvle and personality. 
Experiment until vou find what vou 
are looking for—then practice, prac- 
tice, practice. 

As far as manual dexterity is 
concerned, vou can match your 
speed in writing the numbers from 
one to nine against the speed of 
some of vour right-handed friends. 
I can almost guarantee that in the 
space of one minute you will] be 
able to execute as many characters 
as they can. 

I hope the above will answer 
some of vour questions and elim- 
inate anv feeling of inferiority you 
mav be suffering from because of 
your “affliction”—left-handedness. 

Verv trulv vours, 

Morris W. Rifkin, C.S.R. 

Official Reporter, Supreme Court 
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Your Boss Looks at Your Shoes 


Ss A SECRETARY, you probably 
A learned a long time ago that a 
smart appearance is a decided asset 
on the job. And though it is no sub- 
stitute for shorthand or typing, a 
pleasing appearance makes you a 
nicer person to work with and is of- 
ten a reflection of your good taste. 

Believe it or not, employers do 
pay close attention to the clothes 
you wear. And they have very def- 
inite ideas about the type of shoes 
they like to see on their girl Fri- 
At least, that’s what is re- 
ported by 58 per cent of a group 
of executives recently queried on 
their preferences and dislikes in 
the’r secretaries’ apparel. 

Although the survey was not 
aimed at obtaining information on 
shoes, it uncovered the fact that 
employers pay a great deal of at- 
tention to feminine footwear. Prin- 
cipal dislikes of these executives 
were: shoes with spike heels, wispy 
sandals, and casual and sports-type 
flats. Their major preference was 
for simple leather pumps. Some 
men also felt that too many sec- 
retaries seem to forget that good 


a ae 
aavs. 


grooming extends to footwear as 
well as to the other items of cloth- 
ing. They expressed distaste for 
shoes that were rundown at the 
heels, scuffed, or unpolished. 

After studying the results of the 
survey, a group of shoe and leather 
stvlists evolved a “Secretary's Shoe 
Wardrobe” for the average voung 
career girl of today. Designed for 
the tvpical working girl, the follow- 
ing shoe wardrobe will “keep vou in 
step” with modern fashion trends: 

To wear with casual blouse and 
skirt costumes, the stvlists suggest 
a high-rise monk’s shoe in grav or 
copper-toned shag leather with a 
stacked leather heel. For the more 
casual type of suit, a pump of 
crushed kid leather with a soft toe 
and shapely medium heel is recom- 
mended. For the dressmaker suit, 
an attractive D’Orsay smooth-leath- 
er pump with an open toe and a 
pert little bow is advised. This type 
of shoe is also a good selection to 
be worn with a simple dress. 

Calf or suede pumps with a me- 
dium heel are the perfect accessory 
for full-skirted dresses. For an 
added touch of distinction. select 
shoes with a deliv te trace-v of 





stitching at the throat and around 
the shanks. 

Depending on your own budget, 
you can add further variety to your 
shoe wardrobe by selecting leathers 
in a wide variety of colors and tex- 
tures to blend and contrast with the 
colors in your dress and suit ward- 
robe. Removable bows and clips 
are also a clever way to make one 
pair of shoes suit several different 
occasions. 

Naturally, to complete her shoe 
wardrobe, every secretary should 
have at least two pairs of shoes for 
cocktail and formal wear. In this 
category—and certainly not to be 
worn during office hours—are the 
barefoot sandals, mule-type pumps, 
and halter and _ sling-back shoes. 
And for special festive occasions, 
dont overlook dressy footwear in 
printed, embossed, and bejeweled 
leathers. 

Once you've completed your shoe 
wardrobe, give your footgear the 
same loving care that the rest of 
your clothes receive. 


finding and filing 
takes just 
Seconds 





with BARKLEY TAB GUIDES 


Modern offices use Barkley Tab File 
Guides because they make the job so 
easy. How? Well, each tab is both angled 


and magnified—takes only a glance to 
find the file you want, And Barkley Tabs 
are durable—stand up under constant 
use for years. The next time you make 
up your supply list . . . be sure to add 
Barkley Tab File Guides . . . at the top. 


At all leading stationers. 


C.L.BARKLEY & CO. 


1220 W. VAN BUREN ST. + CHICAGO 7, ILL. 














Earn a degree in 





University of Denver 
... for a business career 
.-. to teach business 


l-yr., 2-yr., and 4-yr. 
SECRETARIAL PROGRAMS 


Designed to prepare you for secretar- 
ial positions at administrative and 
executive levels. By completing the 
four-year program leading to the 
B.S.B.A. degree, you can also become 
certified to teach business subjects in 
high school and college. 


For catalogue and other information, 
write: 


DR. JOHN E. BINNION, 
Chairman 
Dept. of Business Education 
Room 184, Business Administration Bidg. 


UNIVERSITY OF DENVER 


DENVER 2, COLORADO 
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what do you think of 
when you think of 


SUEDE? 


Soft, attractively smooth texture? 
Superb quality? 


a =~, 


You’re absolutely 
correct! So think of 
suede when you cor- 
rect typing errors — 
WELDON ROBERTS 
ERASER NO. 900 SUEDE, 
of the finest, smooth- 
est-texture gray rub- 
ber that will give the 
cleanest, smudge-free 
erasing you have ever seen. 







This superb eraser is also 
made with whisk brush 
(No, 9000 suEDE wuisk). 


Ask your office manager 
or stationer for SUEDE 
today. 

WELDON ROBERTS RUBBER CO. 

365 Sixth Ave., Newark 7, N. J. 


World’s Foremost Eraser Specialists 
eee AE nee 


Waldon RoGels 
Enansus 


Correct Mistakes in Any Language 
























WALLET SIZE 


PHOTOS 


25. 00 


PLUS 10¢ 
SHIPPING 
SIZE: 242 x 342 


SAMPLE » 
RESUME = 


Here’s the PHOTO 


. 7 
secretaries everywhere are using 
You receive free, three full pages —a one page sample resume and 
two pages of instructions, to help you prepare resume to use with wallet 
photos. Order extras at same time for gifts — relatives, family, friends 
and identification. Your original returned unharmed with 25 special 
quality 2% by 3% silk finish, double weight photos plus resume. 

You'll love your pictures or money returned. 


cnn Cae Gnas Ceili tit ERD GED SEND dna ante ein aa aie atte ce Cat Gian aut Ge GED Guam ems ‘ 
| APPLICATION PHOTOS, Dept. 33 25 | 
Box 271, Salem, Mass. | 
| We enclose portrait or photo and $ A. for ad FOR 
| wallet photos and free sample resume and instruction sheets. _ $1 | 
| NAME ae S __FROM| 
ONE 
ADDRES 
| ess __ — —- - pose | 
j CITY i — ! 


Printed name and address assures 


faster service 






















TL far type that a) 
like MEW 


Cleans type CLEANERI 
Handy dauber whisks 
away dirt and goo in sec- 
onds! Non-inflammable, 
absolutely safe Slow- 
evaporating, hence eco- 
nomical Look for the 
smart new orange-and- 
blue carton on your 
dealer's shelves 


69¢ at all stationers 
and typewriter dealers 











NOW TODAY’S SECRETARY MAGAZINE can 
become an attractive permanent part of your 
business or home library. 

These famous Jesse Jones files, especially designed for 
TODAY’S SECRETARY, keep your copies orderly, read 
ily accessible for future reference. Guard against sviling 
tearing, wear, or misplacement of copies. Will keep 2 
years’ copies in perfect condition. No irritating wires to 
handle; allows any copy to be removed. 

These durable files come in a rich blue and gray Kivar 
cover that looks and feels like leather and with 16-carat 
gold lettering. 

Only $2.50 each, 3 for $7.00, 6 for $13.00, postpaid. 
Add $1.00 postage for orders outside U.S. Satisfaction 
unconditionally guaranteed or your money back 








Jesse Jones Box Corporation, Dept. TS | 
P. O. Box 5120 | 
Philadelphia 41, Pennsylvania | 
Please send me, postpaid....... ....TODAY’S SECRETARY 
Pea IIE s.cctstcvnsdatincivencssene Bill Me [) | 
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Qualifi 
~Your Career Résumé 


HERE ARE MANY WAYS to go job hunting. 

Probably the most stereotyped method is to per- 
sonally trudge from company to company. All that’s 
needed for this is a list of companies or a newspaper 
conveniently folded to the want-ad section and tucked 
under your arm, a good pair of walking shoes, and 
time and patience to spare. 

Unfortunately, 


‘ations Personified 


this procedure doesn’t guarantee a 
job—or even an interview—for you may arrive to dis- 
cover that the personnel manager is too busy at 
the moment or that the job opening has been filled. 
THERE IS, HOWEVER, A MUCH SIMPLER and more fruitful 
method. You can make a favorable impression—before 
you leave your home—by first sending a personal am- 
bassador, your career résumé. With a written account 
of your experience to date, you can successfully “knock 
on the personnel manager’s door” and present yourself 
as a qualified addition to his company. 

If you know the name of the personnel manager of 
the company in which you seek employment, address 
the résumé to him. If you know only that you'd like to 
work for a certain company, 
Personnel Director, 


address your résumé to 
and the name of the firm. Your 
résumé will speak for you, so make it speak favorably. 


e The résumé should look right—neat, orderly, and 
businesslike. Use just one page and arrange the infor- 
mation attractively. 

e Put yourself in the spotlight, and clear 
picture of your qualifications. Complete and honest 
statements are a favorable indication of your educa- 
tion, personal training, and background. 

e Group all pertinent facts into logical and specific 
groups. Start by stating who you are and what posi- 
tion you are seeking. Give a telephone number or a 
place at which 


give a 


you can be reached. List previous 
experience (starting with the most recent and working 
backward ) and include your contributions to each job. 
Tell what schools you attended. Finish with 
outside interests, hobbies, and personal statistics. 
e Send a 2'2- by 3%-inch picture of yourself and per- 
sonalize the information you give. This is important 
if you are to be more than a stream of words on a 
piece of paper. 


your 


AFTER A LITTLE THOUGHT, you will probably find that 
you have enough facts to fill an entire file drawer. 
Write down everything, then sift out the pertinent 
points and rewrite them, being concise. 

Copies of what a good résumé looks like may be 
obtained free of charge Application Photos, 
Dept. 30, Box 271, Salem, Massachusetts—for a limited 
time only. A self-addressed, stamped envelope must be 
included with your request. (Please print your name 
and address to speed return. ) 


from 


1957 
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FILING CAN BE FUN 


(Continued from page 24) 





have those porcupine quills all over the place—and 
torn correspondence. 


Make sure your folders aren't too full. Divide them 
at the first signs of bulging. A good rule to follow is 
this: Give a separate folder to a subject or a name as 
soon as it accumulates more than five sheets and shows 
signs of further growth. Here again, have a little fun 
with color. Why not use your favorite color for the 
labels on the general folders and a harmonizing shade 
for the special folders? You'll have a cheerful file, and 
special folders will stand out from the others. Be prac- 
tical as well as gay—change your color scheme each 
vear as a simple filing check. 


After You File. There comes a time when even the 
best of filing systems must be weeded out to make room 
for new material. Whether you keep certain papers will 
depend on their value for future reference measured 
against the very real cost of storage space. Not every- 
thing should be kept indefinitely, even though the time 
involved in sorting out such material may be a prob- 
lem, too. There may be some papers of such obvious 
value that they should be given safe and permanent 
storage. Some may be tossed immediately into the so- 
called “round file” (the wastebasket), but probably 
most papers should be kept, at least for a limited 
period. When these are stored, be sure to mark clearly 
the date for destroying them, and keep an index for 
yourself. 

One to help determine how long material 
should be kept is to ask yourself whether its destruc- 
tion would cause a minor inconvenience or a major 
loss. Another method is to find out what possibility 
there is that it may be wanted after a certain date, by 
how many people, and for what use. 


Way 


REMINGTON RAND puts it this way: 


l. Of all records, as many as 35 per cent can be 
destroyed at once without the slightest risk. 


2. Of the remainder, 30 per cent can and should be 


transferred to less costly space. 


3. Approximately 20 per cent have a value that will 
expire within a predictable period. 


4. Probably less than 15 per cent will have to be re- 
tained permanently. 


As a secretary, you won't, of course, have the re- 
sponsibility of decision, but you can be of real help to 
vour boss if you are able to analyze the files for him 
and offer suggestions. 

As a girl interested in all-day sparkle, try a checkup 
of your filing habits. These suggestions and your own 
ideas—suited to your specific responsibilities—can add 
color and fun to your files. 


YOU’LL WORK 
FASTER 

AND BETTER 
WITH THE 
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The Velvet Super Fine ball point writes smoothly, 





| 
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evenly with a crisp, fine line + no point to break, 
wear down or sharpen + always ready to write, 
nothing to press, click or turn + extra-large ink 
supply can fill stacks of memo pads + writes dry 
with banker-approved ink + can’t smear, transfer 
or fade + styled in rich blue and white + special 
cap protects point 


GREGG ball PE'N-cil 


combines best features of a pencil and a pen 
Gregg Publishing Division New York 36... 330 W. 42nd St. 
MeGraw-Hill Book Co., Inc. Chicago 30... 4655 Chase Ave. 

San Francisco 4 68 Post St. 


Please send me dozen Gregg ball PEN .« cils at $ per dozen. 


Name 


Address 


1-2 doz. $5.40 doz.; 3-5 doz. $5.16 doz.; 6-11 doz. $4.80 doz l 


2 doz 
Sold in dozen units only 


$4.20 doz 
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AICO’S 


SELF-IN 





for CARD 


SX | 





Any Card Inserted Into 
AICO’S Transparent ... 


**Self-Indexer’’, 


ES SS 
Sill 


+| // j 


tic, the “Self-Indexer”’ 


FILES 


I tf 


SAVES SPACE, 
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Plastic ““SELF-INDEXER”’ 
(shown above), becomes . . 


FREE: Write Dept. 





INDEXES 





426 S$. Clinton St. 


DEXER A \ 
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An Index Guide 
At Guide Height | 


It’s The New, Faster, More Economical 
Way To Index Your Card Files! 


With AICO’s new, transparent, plastic, ““Self-Indexer’’, you can make 
in seconds, an Index Guide out of any card in your file. Just slip the 
card into the double lip at the top and the slot at the bottom of the 
and, the combination becomes an Index Guide, at 
guide height, %%” above the other cards. Made of heavy gauge plas- 
won't chip, crack, split nor tear. In 4 sizes, 
including Tabulating card size. Special sizes made to order. 


<At6-@> 


50 For Free Sample, 


literature, & name of your nearest supplier. 


44-16 23rd St., Long Island City 1, N. Y. 


Chicago 7, Illinois 


RAINY DAY 


(Continued from page 26) 
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Where is it? VS. 





LET Graffco SIGNALS 
HELP YOU CARRY THE LOAD 


Every day goes smoother when you gs, 


Here it is 






u 5 
Wade Chemical te Inc 


Nu-Vise Metal Projecting 
Signals for “Vertical” Records 








re 40 40 


rely on Graffco Signals and Maptacks. 4 « e 


Always there to remind, alert and point 


the way. 


And there is the right kind and color 
for every possible need. See them all by 
writing for free color folders on Graffco 


Products. 


At your Office Supply 


Dealer rn 


GEORGE B. GRAFF 


COMPANY 


54 Washburn Avenue 
Cambridge 40, Mass. 
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BEAUTY BUYS 


“Moisture Lotion” —a 
fragrant, pale pink lo- 
tion to help keep com- 
plexions looking radi- 
ant and youthful. This 
new product by Tussy 
contains Vitamin A to 
effectively counteract 
excessive dryness, flak- 
iness, and chapping. 
It’s nongreasy and may 
be used on the throat 
— f —o | and face at night for a 

greaseless beauty treat- 
ment while you sleep. Apply it again in the morning beneath 
foundation and powder. Comes in a dainty apothecary bottle. 
Priced at $3 for 2 ounces, $5 for 4 ounces. 





Fashion takes to pur- 
ple this spring, as 
shades of this feminine 
color are seen every- 
where. And to comple- 
ment your new spring 
ensemble, Yardley in- 
troduces a charming 
little duet called “April 
Violets Bouquet.” This 
fresh floral scent pro- 
vides just the right 
fragrance note to give 
a new dimension to a 
violet suit or flowered 
hat. The package consists of a trim little box containing a 
bottle of cologne and a purse flagon of perfume. An inexpensive 
Easter gift for yourself and for friends at just $1.35 plus tax. 


Stopette deodorant is 
now available in cream 
form in a brand-new 
“magic dome "applica- 
tor. At the top of the 
applicator is a tiny 
opening—at the bot- 
tom, a swivel base. One 
twist of the base and 
Stopette Flowing- 
Cream deodorant flows 
from the opening and 
automatically stops at 
just the right amount 
for one application. Stopette’s new cream formula dries instantly 
—doesn’t cake. Offers twenty-four-hour protection, but is sooth- 
ing to the skin and safe for fabrics. Price, 79 cents. 





Bourjois selects the de- nana 
lightful fragrance of seal 
lilies of the valley for 
the latest addition to its 
perfume and cologne 
line. “Muguet” is light, 
delicate, and  spring- 
like. Created, manu- 
factured, and bottled 
in France, Muguet 
perfume is packaged 
in an attractive white 
gift box imprinted in 
gold. It comes in a 
gracefully curved bottle with a petaled white cap. The cologne is 
packaged in a slender, tapered bottle with a gold-flecked cap. 
Perfume, %-ounce size, $2.50; cologne, 2-ounce size, $1.50. 











has 
all 


ae Of course, it’s a beautiful Globe-Wernicke 
BZ Streamliner ...the world’s most advanced 


metal desk. And I love it! 





1. VERTI-SWING...the desk drawer hanging file 
system that lets me file more easily, accu- 
£» ‘ately, and quickly. 
2. ADJUSTABLE BASES...that match desk- 
top height to my height. For the first time, my 
desk really fits me! 
3. ARC-SWING...G/W’s exclusive mechanism 
that lets me, from a sitting position, raise or lower my 
typewriter quickly and easily. 
4. SILENT OPERATION...so quiet the boss looks 
up to see if I’m still there! Nylon drawer glides and sound- 
proofing make this possible. 


5. VISIBLE CARD RECORD TRAY... built into the 
desk arm slide. Holds 50 5”x8” cards, brings facts or 
information in sight in seconds, 





plus «ss SEC-TRAY® 


A stationery supply tray to 
fit right under my typewriter 
platform, putting forms and 
paper at my fingertips. No 
more tiresome twisting and 
turning. It’s another Globe- 
Wernicke exclusive! 

Maybe your boss just hasn’t heard about all of these 
wonderful features of Streamliner Desks. Why don’t you 
show him . . . with an illustrated brochure which Globe- 
Wernicke will send you free ... without obligation. Drop 
them a line, at Dept. 1-4. 
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CINCINNATI 12, OHIO 
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ITE-LINE copyruoiper 





© SAVES EYESTRAIN 
PROMOTES ACCURACY 
INCREASES PRODUCTION 
TAKES COPY UP TO 20" 
HOLDS NOTEBOOK 

FITS IN DESK DRAWER 
LINE MAGNIFIER EXTRA 


Send for FREE Booklet describing 
RITE-LINE COPYHOLDER 


l——-MAIL COUPON TODAY-~—“—“ 
RITE-LINE CORP. 
4209 39th St.,N.W., Washington 16, D. C. 











| Please send me a free copy of your Folder. 7 
| Name | 
| Address | 
ee 
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working for ry 

E MANPOWER INC. © 
te 

w Our work-travel i 
—* plan allows you Fe 
to travel to over pe 


x 100 cities and 
work as you go. 
Use coupon 
below for details 


$" 


‘a «| 


Manpower, Inc., 820 N. Plankinton Ave. 
Milwaukee, Wisconsin 

Please send me descriptive literature 
on your work-travel program. 


; Nome Susezcnpurennensvespapvasesennssubanecetebeinerstuiiiian i 


Address.. 





SECRETARIAL 
book 


shelf 


Notes to Dictators, published recently 
by the SoundScriber Sales Corporation, 
describes the art of dictation. The 22-page 
booklet is prepared in outline form and 
is instructive in all phases of dictation 
from organizing your thoughts into letter 
form to expressing these thoughts orally. 
The actual process of dictating is mapped 
out, and a check list is provided so that 
you may see how well you dictate. There 
are also suggestions of new words and 
phrases that may be used in place of over- 
worked expressions. Copies of this handy 
reference booklet are available in limited 
quantity by writing to the SoundScriber 
Corporation, 146 Munson Street, New 
Haven 9, Connecticut. No charge. 





If youre moving to a new apartment 
or to a new house, you'll find many useful 
hints on the practical aspects of “pack- 
ing up and going” in Moving Made Easier, 
by Carl Warmington. Among the subjects 
outlined are things to consider when 
renting or buying, and a check list is pro- 
vided for points to remember on “M-Day” 


(Moving-Day). .Copyrighted in 1956, 
Moving Made Easier is published by 
Jay-Todd Publications, P.O. Box 89, 


Akron 9, Ohio. 52 pages, $1.00. 

A desk dictionary designed especially 
for office use is Webster's New World Dic- 
tionary of the American Language, Con- 
cise Edition. A compression of the well- 
known “College Edition” of the same 
name, the Concise Edition contains every- 
thing you need for everyday use. Some of 
the outstanding features are: definitions 
in clear type, over six hundred pictures, 
supplementary section, realistic pronunci- 
ations, and comprehensive coverage of 
technical fields. In all, there are far more 
entries than in any other dictionary in its 
price range. Published by The World Pub- 
lishing Company, New York and Cleve- 
land, Webster's New World Dictionary of 
the American Lattguage, Concise Edition, 
is available at your bookstore. $3.00; with 
thumb index, $3.75. 


The Career Girl's Spending Guide, by 
Alice E. Flaherty, may help you to make 
many a money-wise decision. This little 
booklet (64 pages) is more than a set of 
blank ledgers on which to record savings 
and earnings. It is a practical discussion 
of the “how” and “how much” of budget- 
ing. Presenting a basic plan, it demon- 
strates ways in which you can make your 
own plan work. Copies of The Career 
Girl’s Spending Guide are 40 cents each. 
From Dartnell Corporation, 4660 Ravens- 
wood Avenue, Chicago 40, Illinois. Please 
send cash or check. Further price lists 
available for 6 to 1000 copies. 
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(Advertisement ) 
Remarkable Speed Achievements 


Through Phonograph Records 


Why is everyone turning to phono- 
graph records for speed building? 
Repetition practice is the answer. 
Rhythm and poise in writing is more 
easily developed. This reduces waste 
motion between strokes. Consequent- 
ly the hand moves faster. Students 
are quick to profess the ease with 
which they move from 60 to 80 to 
100, and up to 120 through brief 
practice sessions from phonograph 
records. This is accomplished by a 
series of timed dictation “takes” pro- 
gressively arranged to permit the stu- 
dent to graduate from one speed to 
another as her efficiency progresses. 
This system has had remarkable re- 
sults as shown by the quick up- 
surge in speeds among those students 
who have used records. Usually the 
entire system is used from 60 to 130 
wpm, thus effectively combining pen- 
manship drills with speed practice. 
For further information regarding 
this amazing new method of increas- 
ing shorthand speed, see important 
message on page 1 of this magazine. 









If your files are a “mess” 
—papers jumbled in 
bulging, dog-eared fold- 
ers, records lost or mis- 
filed —if you're losing 
minutes and dollars, 
wearing downyour 
nerves every time you 
want to file or find a let- 
ter, order, invoice, Here’s 
Peace! ACCO-filing will 
stop this war of nerves— 
keep all your papers 
neatly, correctly filed, 
safely bound, where you 
want them when you 
want them. 
ACCOPRESS Binders and ACCOBIND 
Folders solve your file problems—are avail- 
able in most any size, any capacity, with or 
without tabs—and at transfer time you just 
slip the contents, still bound, from Accobind 
Folders, saving the covers for year after year 
of more filing. 


Ask your stationer about Acco-binding. 


ACCO PRODUCTS 


A Division of NATSER Corporation 
Ogdensburg, New York 


In Canada: Acco Canadian Co., Ltd., Toronto 


FOR A 
WAR OF 
NERVES 

















ASK THE EXPERTS 


mmm? EMPLOYMENT AGENCY DIRECTORY 


Are you looking for a new job? On this page, every 
month, you'll find listed reputable employment 
agencies that can help you solve your job-hunting 
problems. Whether you want a job in your own 
vicinity or whether you want to move to a new loca- 
tion, our Employment Agency Directory can be your 
expert guide. Check the agencies listed here first 





facts. however, the usual April 2, 1957 
is still considered preferable in business 
letters. Of course, if your employer pre- 
fers the other form, you should follow it. 






































Q. What is the proper way to introduce a CHICAGO NEW ORLEANS 
potential employee to my boss? Should the ‘“ PI Rel 
f . . +o Furnishin i H 9 
general rules for introducing visitors be 9 "7 annin elocation? Contact 
cil 1? ad BIRCH Qualified Secretaries to the 3 
ollowed: 
= | tall * High-Paying Chicago A-1 EMPLOYMENT SERVICE 
; A. A visitor calling at the office is con- Market On An 
sidered a guest The visitor's name SECRETARIAL Employer Pay Fee Basis 1409 National Bank of Commerce Building 
should be given first—man or woman reteagpaent 5° 6. Madicen © Sulte 1417 Now Orleans 12, Levisione 
me “ ‘ SPECIALISTS a CEntral 6-5670 Dy, 13 Years Some Management CAnal 4241 
rhis rule, however, does not apply to a 
young person who is a potential em- NEW YOR 
' ployee. In that case, you might say, “Mr. Jobs 100 Per Cent Free At pa - 
' Jones, | would like you to meet Miss 
Smith, who was just interviewed by our HELPMATE Fifth Avenue Publishers 
personnel department.” If the applicant Permanent & Temporary Madison Avenue “Ad” Agencies 
: Days, weeks, months & longer Radio City-Rockefeller Plaza Firms 
is an older person, however, follow the ite to 08.98 oor how 
rule used for visitors: “Miss Smith, may | 8 So. Michigan Ave. FRanklin CAREER OPPORTUNITIES 
resent Mr. Jones, our sales manager.” ee ee en 
yrese \ - mes, O sales anager. 
. MORAN AGENCY 545 Fifth Avenue NYC 
DENVER 




















We invi oe SAN FRANCISCO 
pe l-sscaag ool hen mene pas a SECURITY EMPLOYMENT SERVICE 








ing to Business English, Type- The secretary's ‘‘Job Center!’’ Mrs. Smith was & Step ts the Right Diseetion 
writing, Business Saas Secuutanial a secretary +_— before starting this employ- 2 when you visit 
’ ‘ die 9° ment agency; therefore, understands your many ~\ 
Practice, Business Arithmetic, problems. Confidential interviews. Write for Cw WESTERN EMPLOYERS SERVICE 
Filing tin os Bookkeep- information and contract data. an for the best in office positions 
: ; ct : MRS. MARIE SMITH, Owner } San Francisco's Largest 
ing. Y re questions will be an- ance Goantwer AM 6-1968 ii NO FEE AGENCY 
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column. In the column, only 
questions and answers will be used 

















| iit 
—no names will be mentioned. APGAR AGENCY Want information about employment agencies in 
Main Office: 207 Langford Bidg., Miami other cities? We'll be glad to furnish, on request, 
NW Branch: 3641 NW 17th Ave., Miami names of reputable agencies in cities not listed 
SW Branch: 220 Miracle Mile, Coral Gables here. Send a stamped, self-addressed envelope 
‘‘Our Seventeenth Year of Dependable Service’ with your request. 
MIAMI REPRESENTATIVES TODAY’S SECRETARY 











> Russell Kelly Office Service 330 W. 42 STREET NEW YORK 36, N. Y. 
@ | me, Temporary Office Work, Week, Month or more. 
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(Key to teasers on page 27) 


OCCUPATIONS 


* 

1. plumber; 2. peddler (also pedlar); Col } lit } | \ e . [ Mo} t| } 
3. milliner; 4. custodian or superintendent; 

5. butcher; 6. builder; 7. chauffeur; 8. li- 

brarian. ; 

Girls of the Century make six and one-half round trips between 
INSERTING ONE LETTER Chicago and New York every month, have free railroad fare whenever they 
1. lightning, lightening; 2. lad, lead; 


want to take a trip on their own, wear Christian Dior suits, and earn a 
3. later, latter; 4. wave, waive; 5. ord- 


nance, ordinance; 6. potion, portion; 7. handsome salary of $85 per week. Their job? Secretary-hostess aboard 
quit, quiet; 8. rein, reign. the 20th Century Limited, the New York Central Railroad’s “super” over- 
WHICH MEANING? nighter between New York and Chicago. Typical of these efficient young 
- a women is Sheila Murphy, whose story will appear in next month’s issue of 
. c; 2. b; 3. c; 4. a; a; 6. b; 7. b; / : ’ 
8. c; 9. b; 10. «. Topay 's SECRETARY. 


WANTED: BRIGHT EYES 


1. complimentary closing—not saluta- 
tion. 2. height—not heighth. 3. Address : ¢ : : : 
should read: “751 Front Street, Cleveland own taste and budget. Whether you're traveling by land, sea, or air, you'll 
2, Ohio.” 4. Plurals: cupfuls, teaspoonfuls. 
5. somewhat long, rather long, a little long 
-not sort of long. 6. very much interested r ‘ ; : 

not i geal but—not only. Coming, too! Fashions for your vacation wardrobe—many of them in 
8. readdress—not re-address. 9. The Rev- crease-resistant, no-iron fabrics to assure you a carefree summer. 
erend Mr. Arnold. 10. Lose—not loose. 


Prescription for “vacationitis.”” Take two weeks—add a dash of 
sunshine, fun, and planning. Result—the perfect vacation, tailored to your 


find a wide range of exciting vacation ideas in the May issue. 
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tet te ome 


How to make a great impression 


There are just three secrets. A fine typewriter. A 


And when 
fine ribbon. And fine carbon paper. 


it comes to carbons, nothing matches 
Park Lane Plastic Back Carbon Papers. They won't 
curl. Won’t smudge. Won’t leave feed roll marks on 


And, of course, 
you need an appreciative boss. 

But vou’ll find everyone appreciates the remark- the copy. They always make a sharp impression. 
able difference Park Avenue Silk Ribbons make. We 


won't talk about typewriters because the 
They’re so much sheerer the type gets closer to the 


chances are 2 to 1 you already have the finest—a 
Royal. So call your local Roytype Representative 
for the finest in ribbons and carbon papers today. 
He’s listed in the classified telephone directory. 


F carbon papers... ribbons 
Roytype busine supplic Products of oo 

Royal McBee Corporation, world’s largest on 

manufacturers of typewriters 


, quality supplies for all business machines, 


paper. You get a sharper “‘write.”’ 
They last longer, too, because of the extra yard- 
age. This means less ribbon changing for you. 








Why vour shorthand is easier to read 
when vou use an ESTE RBROOK pen 


4 ten" { 
ea x 2 = 
$y. OF> , 
Ww ; 
py Abi : 
L- “ie. oa vr mc} 
es | Wie “ <i 
ime Vy ~/ 
| |. < Lee 
[| a. 
| | 





qo Rat F Goin. i a nb a per Mal maker aw 
RPO, SUE pee a Crem uniform hime Can Wwrull “Nl 
Prtasanss pian omens pacity Biglgy, Catebrnet 
made for shorthand a J oeg4- approved... and Te 









Auth ff you hamoge the point, WA 
uc Aceonde. eo gor Crxtertrook pe 






ail jo : , } ee = 
ésterbrook -the only Grrege- 


approved pen with replaceable points. Just $2.95 





